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1. O0mme mos10KeHus

1.1. Hactosimee IlonoxkeHue SBISETCA JIOKaJIbHBIM HOpPMaTUBHBIM akToM ['BOY
«KampimeBaTckass 1mkosa MaHIYrmICKOro M.0.», YCTaHaBIMBAeT €IMHbIE IpaBuiIa
JICTIONPOU3BOJICTBA M HAIIPAaBJIIEHO Ha OOecleYeHHe €AMHCTBA B IMPHUHIMIIAX OPTaHU3AINH
cucteMbl 1okyMmeHTooOOpoTa B I'BOY «KambimeBarckas mkosia MaHTYTHICKOTO M.O. IS
BHYTPEHHETO HCHOJb30BaHus. [lonoxkeHue omnpenensieT OCHOBHBbIE MpaBHJa MOJITOTOBKH,
oopmieHns, opraHuzanuu padOThl C JOKYMEHTaMH, KOHTPOJS HCIOJHEHHUS U UX
XpaHEeHHUs.

1.2. Hannoe Ilonoxxenue pazpadoTaHo B COOTBETCTBHH C:

—Koncturyuueii Poccuiickoit ®enepanuu;

—TpynoBem konekcoM Poccuiickoit deneparuu

—3axoHoM P® "O6 oOpazoBanun",

—®enepanbabiM 3ak0HOM OT 27.07.2006 1. Ne 152-®3 «O nepcoHaNbHBIX TaHHBIX»;

—®enepanbabiM 3akoHOM OT 25.07.2011 1. No 261-®D3 «O BHeceHHWH U3MEHEHUH B
®enepanbHbliizakoH «O NEPCOHANBHBIX JaHHBIX;

—OenepanbHbiM 3aKk0HOM OT 22.10.2004 r. No 125-®D3 «O06 apxuBHOM aene B Poccuiickoii
Denepaununy;

—OenepanpHblit 3ak0oH oT 27.07.2006 r. No 149-®3 «O06 mHbopMarmu, nHGOPMAITMOHHBIX
TEXHOJIOTHSIX U O 3alIuTe HH(HOpMALIUNY;

—Ilocranosnenue [IpaBurenbctBa PD ot 16.04.2003 1. No 225 «O TpyIOBBIX KHHKKAX);

—IlocranoBnenne Muntpyna P® ot 10.10.2003 r. Ne 69 «O06 yTBep>KAeHIHM HHCTPYKIIUU 110
3aMO0JTHEHUIO TPYJOBBIX KHIKEK);

—IToctanoBnenue I'ockomctata P® ot 05.01.2004 r. Ne 1 «O0 yTBepkaeHUn
YHUPUIUPOBAHHBIX HOPM IEPBUYHON YUETHOHN JOKYMEHTALMU 110 yYETy TPY/Ia U €ro OIIaThly;

— Iocranosnenue I'ockomctata PO ot 24.03.1999 1. Ne 20 «OO6 yTBep:kIeHUH MOpPsIIKa
MPUMEHEeHUS YHU(PUIUPOBAHHBIX (DOPM MEPBUUYHON YUETHOM TOKYMEHTAILIUN;

— llpuka3 I'maBHoro apxuBHoro ympasiaenus CCCP or 23.05.1988 r. Ne 33
«['ocynapcTBeHHass cucTeMa JAOKYMEHTAIlMOHHOTO obecreyeHust yrpaBieHUs. OCHOBHbIE
nojoxenusa. OOmme TpeOoBaHMA K JOKyMEHTaM M CIy)X0aM JIOKyMEHTAIlMOHHOTO
o0ecreyeHuY;

—«O6mepoccuiickuii  kinaccudukarop ympasiaeHueckoi gokymenrtammm» OK  011-93,
yrBepxaeHHbINH [loctanoBnenneMm ['occranmapra PD ot 30.12.1993 r. Ne 299;

—«YHUGUIMPOBaHHAS  CHCTeMa  JIOKyMEHTalMd.  YHU(QHUIMPOBAHHAs  CUCTEMa
OpPraHU3allMOHHO-  PACHOPSAMTENbHOM JOKyMeHTanuu. TpebGoBaHus K  0GOPMIICHUIO
nokymeHnToB. ['OCT P 6.30-2003», yrBepxkaeHuslii [locranoBinennem ['occranmapra Poccun
ot 03.03.2003 r. Ne 65-CT;

—«Jlenonpon3BocTBO M apxuBHOE jeiio. Tepmunbl U onpeaeneHus. OCT P 51141-98»,
yrBepxkacHHbIN [loctanoBnenneM ['occtannapra PO ot 27.02.1998 r . Ne 28;

— I'OCT 17914-72 OO6n0XKH JIeN JUTUTEIBHBIX CPOKOB XpaHeHUs. THITbI, pa3HOBUIHOCTH,
TeXHUYeCKue TpeOoBaHMsA, yrBepkaeHHbIH [locTtanoBnennem ['ocymapcTBeHHOTO KoMmHTETa
crangapToB CoBeta MunuctpoB CCCP ot 17.07.1972 r. Ne 1411,

—«llepeueHb THUIOBBIX YIPABICHUYECKUX JOKYMEHTOB, OOpa3yIOIIMXCS B Ipolecce
NEeSATENbHOCTH TOCYJapCTBEHHBIX OpPraHoB, OPraHOB MECTHOTO CaMOYIpaBieHHUS U
OpraHu3anui, ¢ YKa3aHUEM CPOKOB XPaHEHHWs», YTBEPKIACHHBIM IIPUKa30M MHUHHUCTEPCTBOM
Kynbrypsl PO ot 25.08.2010 Ne 558;

—«OcHOBHbBIE TpaBWJa pabOTBl apXMBOB OpraHU3alMii», OJOOPEHHBIE pEIICHUEM
Komrerun Pocapxusa ot 06.02.2002 1.

1.3. [Topsinox u mpaBuia paboOThl C JOKYMEHTaMH, YyCTaHOBIEHHbIe IloyoskeHuem,
obsi3aTenbHbl 7151 BceX coTpyaHukoB ['bOY «KawmpbimeBarckas mkoiga MaHTYTIICKOTO M.O.»
CoTpyqHMKM HECYT MEpPCOHAJbHYI0 OTBETCTBEHHOCTh 3a BBINOJIHEHHE TpeOoBaHUMN
Hacrosero [lonoxenus.



1.4. HenocpenctBennoe Beaenue nenonpousBojctsa B ['bOY «KawmbleBaTckas
mKoja MaHryrmckoro M.0.» BO3JIaraeTcsi Ha CeKpeTaps IIKOJbl, Ha3HAYEHHOTO
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOICTBA, KOTOPBIA 0OeCreunBacT y4eT U MPOXOKICHUE
ZIOKYMCHTOB B yCTaHOBJIeHHBIe CpOKI/I, I/IH(i)OpMI/IpyeT pYKOBO):[CTBO O COCTOSIHHHN HX HCIIOJITHCHH,
OCYIICCTBIACT O3HAKOMJICHUE COTPYAHUKOB C HOPMATUBHBIMU U MCTOAUYCCKUMH NOKYMCHTAMH I10
JIETIOTIPOM3BO/ICTBY.

1.5. OOuwmii KOHTPONb JIOKYMEHTAIIMOHHOTO oOecrneyeHus aestenbHocTH ['BOY
«KamprmieBaTckast  mkosia  MaHTYrmicKoro  M.0.»,  COOMIOJEHUS  €IWHOH  CHUCTEMBI
JIENONPOU3BOJICTBA, METOJIWYECKOE PYKOBOJACTBO pabOTON ¢ MOKyMEHTaMH U OOy4YeHHE
PabOTHUKOB OCHOBHBIM TPEOOBAHMIIM K COCTABJICHHUIO U O0OPOTY IOKYMEHTAIIMH BO3JIAracTCst
Ha JUPEKTOpa.

1.6. OTBETCTBEHHBI 32  BEICHHE  JCJIONPOM3BOJICTBA  HECET  JUCHUILIMHAPHYIO

OTBCTCTBCHHOCTE 34

BbINOJIHEHHE TpeboBaHui [lo0xkeHus Mo 1e10nponu3BOACTBY, COXPAHHOCTh HAXOASIIUXCS
y HEro CiyxXeOHbIX TOKyMeHTOB. OO yTpare JOKYMEHTOB HEMEIJIEHHO JOKJIaJbIBaeTCs
JIUPEKTOPY.

[lepenaua TOKyMEHTOB M UX KON paOOTHHKAM CTOPOHHUX OpTaHM3ALUN JTOITYCKAEeTCs C
paspelieHnus IUPEKTOpa M YIOJIHOMOYEHHBIM MM JIMLIOM 3a MCKINYEHHEM CIy4acs,
IIPEAYCMOTPEHHBIX 3aKOHOAATeNbCTBOM Poccuiickon denepanuu.

1.7. I[Ipy yxome OTBETCTBEHHOI'O 3a JEJONMPOU3BOJICTBO B OTIYCK, YOBITHH B
KOMaHAUPOBKY, YBOJBbHEHUHU WU MEpEeMELICHNs (IEPEBOJE) UMEIOLIUECS Y HEIO JOKYMEHTBI
10 IPUKa3y AUPEKTOpa NepeaaroTcs Apyromy pabOTHHKY.

1.8. [lpaBa, 00s3aHHOCTM M OTBETCTBEHHOCTb COTPYIHHKA, OTBETCTBEHHOTO 32
BEJICHUE JIeJIONPOU3BOJCTBA, ONPEIEIAIOTCS OJDKHOCTHOM HMHCTPYKLIUMEH M TPYLOBBIM
JIOrOBOPOM;

2. esu v 3a1a4M 1e10NPOU3BOACTBA

2.1. Hemu:

—IOKyMEHTAIlMOHHOE OOpMIICHHE U obecriedeHne aesTeabHocTH U pazputus [ BOY
«KawmpimeBaTckas mkojia MaHTyruckoro M.o.»

—obecnieueHue MOJIHOTO COOTBETCTBUS JIOKYMEHTAJIBbHOTO
odopMIIeHHSs JEHCTBYIOIEMY 3aKOHOAATENLCTBY U OPraHU3allMOHHO-TIPABOBBIM HOpMaM Ha
OCHOBE HCITOJIb30BAaHUSI COBPEMEHHOWTEXHUKUA U aBTOMATH3AIIUH.

2.2. 3agaun:

—CO3/1aHue 0a3pl Uil TPaMOTHOTO COCTaBICHUS, O(POPMIICHMS, XpaHEHMs
o(ULIMaBHBIX JOKYMEHTOB;
—obecneueHue XpaHEHHsT M TPUMEHEHUs Te4aTd B COOTBETCTBUU C

HOPMATHUBHBIMU TPEOOBaHUSIMU;
—IIOBBIIIEHUE YPOBHS TEKCTOBON YIIPaBICHYECKON KYJIbTYpPbl WICHOB aIMUHUCTPALINY;
—o0ecnieueHre KOHPHUICHIIMATBHOCTH JINYHBIX TAHHBIX COTPYTHUKOB U 00YJarOIIUXCS.

3. I[puHUHNBI 1€10MPOU3BOICTBA

3.1. JlOCTYIMHOCTH U COMTOCTaBUMOCTh YYETHBIX IaHHBIX.

3.2. CBOEBpPEMEHHOCTh IEPBUYHON 00paOOTKH HHPOPMAITUH.

3.3. CuctemaTu3anus NIKOJIBHBIX JIOKYMEHTOB.

4. DyHKUMY 1eJI0NPOU3BOACTBA

4.1. JIoKyMEeHTHUPOBaHHE YIIPABICHUCCKON EATETLHOCTH.

4.2. JIOKyMEHTHUPOBAaHKE TPYAOBBIX IIPABOOTHOLICHUM.

4.3. O6paboTka 1 IepeMenIeHre TOKYMEHTOB.

4.4. Peructparnus JokyMeHTOB, oOecriedeHIe TOKYMEHTHON HH(GOpMaIUH, Y4eT U
aHaAJM3I0KYMEHTO000POTA.

4.5. KoHTpoib nCHIOTHEHUS TOKYMEHTOB.
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4.6. KommnbrorepHO€E N3roTOBIICHNE, KOTUPOBAHUE U PA3MHOKEHHUE JOKYMEHTOB.

5. Tunsl 1 BUAbI JOKYMeHTOB, npuMeHsieMbIX B [ BOY «KawmelieBaTckas mkosia
Manryruickoro mM.o.» B 1ikosie co31aroTes 10KyMEHThI IIIECTH OCHOBHBIX BUJIOB:

5.1. OpraHu3anuoOHHO-NPABOBbIE JOKYMEHTbI - 3TO KOMIUIEKC B3aMMOCBSI3aHHBIX
JIOKYMEHTOB, PErliaMEeHTUPYIOUINX CTPYKTYpPY, 3a1add, (PYHKIHUU ILIKOJIbI, OPTaHU3AIHNI0 €€
paboThl, mpaBa u OOA3aHHOCTH U OTBETCTBEHHOCTh YYAaCTHHUKOB 00pPa30BaTEIHLHOTO
npouecca. B I'BOY «KambimeBarckas mkosiia MaHTYTIICKOTO M.0.» CYLIECTBYIOT CICAYIOLIHE
BHUbBI OPraHU3allUOHHBIX JTOKYMCHTOB!

- YecraB - CBOX  OpaBWiI, PErYJIHUPYIOIIMX  JAEATEJBHOCTh  IIKOJBL, €€
B3aMMOOTHOIIEHUS C IPYTUMHU OPTraHU3aIUsIMU U TPaXKJIaHAMHU, TIpaBa M 00s3aHHOCTHU B cdepe
rOCYJIapCTBEHHOM WJIM XO3IMCTBEHHOM €SI TEIBbHOCTH;

- Jlunensus Ha mpaBo BeAeHUs 00pa30BaTENIbHON A TEIbHOCTH;

- CBHETENBCTBO O TOCYIAPCTBEHHON aKKPEAUTALIHH;

- JlomKHOCTHAsE HMHCTPYKUMS - OPraHU3alMOHHBIA JOKYMEHT JUIUTEIIBHOTO WU
MOCTOSIHHOTO CpPOKa JIEHCTBUS, B KOTOPOM OIpe/ieJieHbl TEXHUYEeCKHe, (DMHAHCOBBIE CTOPOHBI
JEATENbHOCTU JOJKHOCTHBIX JIULL;

- [lIratHOE pacnucaHue - TOKYMEHT, 3aKpEIUISIOMNNA JTOJDKHOCTHOM M YHCIICHHBIN
COCTaB

IIKOJIBI ¢ yKa3aHueM (poHma 3apaboTHOM TuiaThl (Tapudukamms). B mratHoM pacnucanun
YKa3bIBalOTCA IE€PEUEHb JODKHOCTEHM, CBEJEHHS O KOJIMYECTBE IUTAaTHBIX e€IuHUL. B
Tapu(UKaLUU YKa3bIBAIOTCS,JOJKHOCTHBIE OKJIAbl, HaJOABKH;

- IIpaBusia BHyTpEHHETO TPYAOBOI'O PACTIOPSIIKA;

- TexHu4eckui nacmopr;

— KonnekTuBHbINA 10TOBOP.

5.2. CrangapTusupymonue J0KYMEHTbl — JOKYMEHTBHI, ONHCHIBAIOLIUE MPOLECCHI,
CBSI3aHHBIEC OCHOBHOM J€SATENBHOCTHIO IIKOJBI (TPOLIECCHBIN), MO0 HE CBS3aHHYIO C
OCHOBHOM JI€SITEIbHOCTBIO (HEMPOLIECCHBIN). DTO JIOKYMEHT, KOTOPBIM CTaHIApTU3UPYET
paboty B 'BOY «KawmpbleBarckas mkosia MaHryrmckoro M.0.»

Cyl11ecTBYIOT CIIEAYIOLINE BU/IbI CTAHAAPTU3UPYIOLIUX JOKYMEHTOB!

_o- [TonoxeHne — 3To MPaBOBOM aKT, ONpeAEIAIONINN NOPsA0K 00pa30BaHus, 3a1a4H,
00513aHHOCTH, MIPaBa, OTBETCTBEHHOCTH U opranuzaiuio padotst MBOY «COILL Ne5y.

_ - WHCTpyKIIMS — O5TO HOPMATUBHBIM JIOKYMEHT, C TIOLIAarOBbIM OIIMCaHUEM
OIIPEeIEICHHOr0 HEOOIBLIOro Ipolecca, AeHCTBHUS.
5.3. PacnopsigutebHble J0KYMEHTBI — TOKYMEHTBI, KOTOpble (PUKCUPYIOT pelIeHUs

aJIMUHUCTPATUBHBIX U OPraHMW3alMOHHBIX BOMPOCOB, a TAKXKE BOMNPOCOB YIPABICHUS,
B3aMMOJICHCTBUA, obecrieueHns u perynupoBanus nesarenbHocTH ['BOY «KawmbrmeBaTtckas
11KoJ1a MaHryrimckoro m.o.»

PacniopsinTenbHBIMU JOKYMEHTAMU B IIKOJIE SBJISIOTCS: IPUKA3 U PACIOPSIKEHHE.
_ - [Ipyuka3 — mpaBOBOM aKT, M31ABAEMbIM TUPEKTOPOM [ PEUICHHUS OCHOBHBIX M
ornepaTUBHBIX BompocoB JaesarenbHocTd ['BOY «KamblmeBarckas mikosna MaHTYTIICKOTO
M.0.»
_o- PacnopsikeHue - INpaBOBOM aKT, M3JaBa€Mbli PYKOBOJUTEIEM YUPEKICHMS,
JNEUCTBYIOIIMM  €IMHONMYHO. [IpaBoM wW3maBaTh pACHOPSKEHHS MOTYT  HAJENATHCA
3aMECTUTEIN PYKOBOAUTEIS OpraHU3alluy 110 BOIPOCaM MX KOMIIETEHLIUH.

5.4. NudopManiuoHHO-CIIPAaBOYHbIE IOKYMEHTBI:

—IIPOTOKOJIbI, AKTHI:

e 110 QaKTy;

e  COOBITHIO B IIIKOJIE;

e  pa3dopy KOHGIUKTHBIX CUTYalUH U Ap.

- CIIPaBKU: yIOCTOBEPSIONINE OpUIUIECKHAe (PaKTHI;
00 o0yuennn ooydarommxcs B ' BOY «KampimeBaTckas mkosia MaHTyTIIICKOTO M.O.»;




0 MOATBEPKIICHUH TIepeBoa ooydaromierocs B 1pyryto OO;
JUISL COTPYIHUKOB;
0 (paxTax unu codeITUsAX B xkKu3HeAesTenbHoCcTH [ BOY «KamblmeBarckas 1mkoiaa MaHryrickoro
M.0.».
JOKJIaJIHBIE;
OOBSICHUTEIIbHBIE 3aIIUCKH;
ci1y’keOHble TUChMa;
3as1BKH.
9.5. Y4eOHo-negarornyeckue nHGOPMaHOHHbIE JOKYMEHTBI:

- as(haBUTHAsI KHUTA 3aIIFCH OO YJaIOIIHXCS;

- JUYHBIC JeJia 00yJarouXCs;

- KYPHAJIbI 3JICKTUBHBIX KYPCOB;

- JKYPHAIBI KPYKKOB;

- KYpHaJIbl BHCYPOUHOMU EATEIBHOCTH;

- JKYpHaJI TPYIIIIBL IPOAJIEHHOTO THA,

- KYpHaJIbl y4€Ta 3aHATUN MHAUBU1YaJIbHOTO 00yUEeHMUS;

— KYpHaJbl y4eTa 3aMeIICHHBIX YPOKOB;

— KHUTH ydeTa OJJaHKOB M BBIIAYM aTTECTaTOB 00 OCHOBHOM 00IeM 00pa30BaHUU
¥ y4eTa OCpeIHeM 00IIeM 00pa30BaHUM;

- KHUTA y4€Ta ABUXKCHUS YUAIIUXCA,

— CIIPaBKH I10 pe3yJIbTaTaM IMPOBEPOK 00Pa30BATEIBLHOTO MPOIECCa;

- KHHUTA TIPOTOKOJIOB TIEICOBETOB.

5.6. JIOKYMEHTBI 110 TPYA0BBIM IIPABOOTHOIICHUSIM:

— MPUKA3bI 110 IUIHOMY COCTaBY;

- JIMYHBIE JIeNIa COTPYIHUKOB,
— JMYHBIE KAPTOYKU COTPYIHHUKOB ¢. T-2.

6. IMopsinok pa3padoTKu, MOATOTOBKHU U COIJIACOBAHMS JOKYMEHTOB
6.1. JIOKyMEHTBI JTOJDKHBI OBITH OOopMIIEHBI 10 (hopmaM, Ha JUCTaxX A4 ¢ peKBU3UTAMU
HIKOJIBI.
6.2. CraHmapTH3UpyIONIHe, PaCIOPSIIUTEIbHBIC JOKYMEHTHI W JOKYMEHTHI IO
TPYAOBBIM MMPABOOTHOMICHUAM U3JAaK0OTCS TOJIBKO 3a MOATIMCBIO IUPCKTOPA.
6.3. OpraHu3anoOHHO-TIPABOBbIC JOKYMEHTHI YTBEPKAAIOTCS TOJIBKO TUPEKTOPOM.

[lepeuens nokymentoB 'BOY «KambieBaTckas mkosa MaHIYTIICKOTO M.0.) TOAJIEXKAIINX
YTBEPKACHUIO TUPEKTOPOM:

- rogoBoi kaneHaapusii muaH I'bBOY «KawmeieBaTckas mikosia MaHTyrckoro m.o.»

- yueOHblii Inadn 'BOY «KampieBarckas mkosia MaHTyTCcKOro M.o.»

- pacnucaHue ypoKoOB;

- pacnucaHue 3BOHKOB;

- pacrnucanne KpyKKOB, 3JIEKTUBHBIX KypCOB;

- rpaduK MUTaHKUS ydalluxcs B MIKOJIBHOM CTOJIOBOIA;

- rpauk 1eXypcTBa yUUTENIeH;

- IIPaBUJIa BHYTPEHHETO TPYAOBOro pacnopsaka cotpyaHukoB ' BOY «KamslmeBaTckas
1IKOJIa MaHTyTrmcKoro m.o.»

- JOJIKHOCTHBIE MHCTPYKIIMH COTPYIHUKOB;

- MHCTPYKLUU 110 OXpaHe TPyAa;

- HOJIOKEeHHe 00 YCIOBUSAX OIUIaThl Tpyda pabOTHUKOB MYHHUIMIAIBHOIO
OroxeTHOrO  OoOmieoOpa3oBaTenbHoro  yupexkaenus [BOY «KamebimeBarckas —1mikosia
MaHryruckoro mM.0.» # ap.



6.4. HNudopmanmoHHO-CIIpaBOYHbIE W Y4eOHO-TIENAarornyeckue HHGOpPMaIMOHHbIE
JIOKyMEHTBl MOTYT CO3/1aBaTbCs, TNEpeNaBaThCsi M MPUHUMATHCS JIOOBIMH  JIPYTUMHU
COTPY/IHUKaMH, O00OO03HAYEHHBIMH B COOTBETCTBYIOIIMX TNPUKa3aX, MHCTPYKIUSAX M JPYTUX
nokymenTax ' bBOY «KawmsbimeBarckas mkona MaHTyTrIckKoro M.0.»

6.5. JIOKyMEHTBI MOTYT OBITh O(OpPMIIEHBI KaK Ha OyMa)KHBIX, TaK U Ha DIJIEKTPOHHBIX
HOCHTETISX.

6.6. JIOKYMEHTBI JIOJDKHBI OBITH TPEAETHHO KPATKUMH W SCHBIMH TI0 COJEP)KaHUIo,
BCECTOPOHHE 0OOCHOBAaHHBIMU U OTPEIAKTUPOBAHHBIMH.

6.7. OTBETCTBEHHOCTh 3a KAaueCTBO MOJTOTOBKH JOKYMEHTOB M JIOCTOBEPHOCTH
COJIepKaIIUXCAB HUX CBEJICHUSX BO3JIaraeTcs Ha JIMII, OJrOTOBUBIIHUX MPOEKT JTOKYMEHTA.

6.8. OTBETCTBEHHOCTh 33 Ka4yeCTBO IIOATOTOBJICHHBIX K HCIIOJIHEHUIO TOKYMEHTOB
BO3JIaraeTcsi HaJIMPEKTOpa MIKOJIBI.

6.9. [TocnenoBaTenbHOCTD NEHCTBHIA M TIPAaBUIIA YIPABICHUS TOKyMEHTAIIUEH.

6.9.1. [IpoekT moKymMeHTa pa3pabaThlBaeT COTPYAHHK-UHUIIMATOp JIHOO, eclu
MHHUIIMATOPOM SIBJISIETCS BBILIECTOSIIEE JIUIIO, TO COTPYIHUK, HA3HAUYCHHBIN TUPEKTOPOM.

6.9.2. JIOKyMEHT  KOPpPEKTHpPYETCs, corjacyercs c 3aMHTEPECOBAHHBIMU
COTPYIHUKAMHU U YTBEPKIAETCS Y JUPEKTOPA.

6.9.3. KonTtposib BbINONHEHUS! AEHCTBUN, U3JIOKEHHBIX B JTJOKYMEHTE, OCYIIECTBISET
JOJIKHOCTHOE JIMIIO0, YKa3aHHOE B IOKYMEHTE, K KOTOPOMY OTHOCHUTCSI IaHHBIH JOKYMEHT.

6.9.4. JlaHHBIE O pe3yibTaTax BBIIOJIHEHUS NEHCTBHM, U3JI0)KEHHBIX B JIOKYMEHTE, U

KOPPEKTUPYIOUIMX U (WIN) HPeaylnpekAaroluX AeHCTBUIAX NEpeJaroTcsl OTBETCTBEHHOMY
JIMILY IO KOHTPOJIIO 32 BBIIIOJHEHUEM JI€UCTBUMN, U3I0KEHHBIX B JIOKYMEHTaX.

6.10. Hoctyn k mHpOpMammu, paboTa ¢ JOKYMEHTAMH, COJCPXKAIIUMH CIYKEOHYIO
TaliHy U NIEPCOHAJIbHBIE IaHHBIE.

Corpynauku I'BOY «KampblmeBarckas mkoisa MaHTYTIICKOTO M.0.» MUMEIOT pas3iUyHbIe
MOJHOMOYHSI 10 JOCTYNY K MH(QOPMALMOHHBIM pecypcaM (B T.4. TokymMeHTam). Kateropuu
II0JIB30BATEJIEH U YPOBHU JOCTYIIA PETJIAMEHTHPYIOTCS IPUKA30M JUPEKTOPA IIKOJIBI.

7. TpebdoBanus Kk 0popMICHHIO JOKYMEHTOB
7.1 K pexBu3nuTaM JOKYMEHTOB:
7.1.1. EnuHCTBO mpaBuil TOKYMEHTUPOBAHUS YIIPaBIEHYECKON JeITeIbHOCTH

o0ecrieunBacTCANPUMEHEHHEM YHU(PHUIIMPOBAHHBIX (HOPM TOKYMEHTAIIUU B COOTBETCTBHH C
tpeboBanusimu ['OCTa;

7.1.2. Kaxxaplii B JOKYMEHTa JIOJDKEH WUMETh CTPOTO ONPECIICHHBIC PEKBU3HTEI,
CcTaOWIIbHBII
TIOPSIJIOK UX PACTIONOXKECHUS U 0(hOPMIICHUS.
7.1.3. JlaToli JOKyMEHTa SIBJIS€TCS Jara ero MOANHMCAHHS, IS JOKYMEHTa,
NPUHUMAEMOTO KOJIJICTHAJIBHBIM OpPraHoOM, - Jara ero MPHHSITHS, IS YTBEPKIAEMOTO

AOKYMCHTA — JaTa YTBCPIKICHUS. [[aTa AOKYMCHTa MPOCTABIIAACTCA HOJDKHOCTHBIM JIMIOM,
MOAMNMUCBIBAIOIINM WJIM YTBCPKAAOIUM JOKYMCHT.

7.1.4. Jlisi TOKyMEHTOB, COCTaBJICHHBIX COBMECTHO C HECKOJBKHUMH OpraHU3allUsMH,
JIaTOW TOKYMEHTA SIBJISIETCA J1aTa MOJANKUCAHUS €ro MOCHEAHEN OpraHU3aluen.

7.1.5. Oco0biM  crocoOOM  BBEIEHHSI JIOKYMEHTAa B JICHCTBHE SBJSETCA €ro
yTBepxkaAcHHE. JlIOKYMEHTBI YTBEPKIAET JUPEKTOP.

7.1.6. Ha  mokymeHTax, momexamuX  YTBEPKACHHUIO, Tpud  yTBEpKICHUS
MIPOCTABJISETCS B MMPABOM BEPXHEM YTIy IIEPBOTO JHCTA TOKYMEHTA.

7.1.7. BusupoBanue mnpoekTa JAOKYMEHTa MPOBOJUTCS NPU HEOOXOJUMOCTH OLIEHKH

00OCHOBAaHHOCTH JIOKYMEHTa, COOTBETCTBHSI €r0 IPABOBBIM aKTaM W paHee MPUHSITHIM
peLICHUAM.

7.1.8. Buza npocrainsercs B HKHEH 9acTH 0OOPOTHOW CTOPOHBI MOCIIEIHETO JIMCTa
MOJUTMHHUKA PACTIOPSAUTEIBHOTO MPABOBOrO akTa. Ha mMpoexTe 3aKOHOAATENBHOTO aKTa, Ha
BHYTPCHHEM JIOKYMEHTE M Ha KOIHH 0TnpaBJ51;IeMoro JOKYMEHTa, BH3bI MPOCTABISIOTCS HA



JIMLEBOM CTOPOHE JOKYMEHTA.

7.1.9. 3ameyaHusi, o0cCOObIe MHEHHUS MW JOMOJHEHUS K TPOEKTY JIOKYMEHTa
opopMIsIOTCST Ha OTHAENBHOM JIMCTE. 3aMEYaHHs JIOKJIAJBIBAIOTCA  PYKOBOIUTEIIIO,
MOJITUCHIBAIOIIEMY JIOKYMEHT.

7.1.10. CornacoBanue AOKyMeHTa O(OpMIISIETCS BH30W Ha TOKYMEHTE WJIH TPUPOM
COTJIACOBaHHUSI.

7.1.11. CornacoBaHue MpOEKTa JTOKYMEHTa MPOBOJUTCS C OpraHaMH yIPABICHUS U
OpTaHU3aIUsAMH, HHTEPECH KOTOPBIX B HEM 3aTParuBaloTCs, - BHEITHEE COTIACOBAHMUE.

7.1.12. Bremnee cornacoBanue JOKyMEHTa 0OPMIISETCS COOTBETCTBYIONTUM TPUDOM.
I'pud cormacoBanus BkmouyaeT B cebs cimoBo «CoriacoBaHo», HAMMEHOBAHHE JIOJKHOCTH
JMIa, C KOTOPHIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOYas HAMMCHOBAaHHE OPTaHU3AINH),
JMYHYIO MOJIMTUCH, paciu(pOBKY MOAMMCH U J1aTy COTJIACOBAHUS WJIM Ha3BaHUE OKYMEHTa,
MOJITBEPKIAOIIETO COTIIACOBAHKE M €T0 JIaTy.

7.1.13. I'pud cornacoBanus pacmojaraeTcs B IEBOM BEPXHEM YIIy JOKYMEHTA.

7.1.14. Pe3omomnus — kpaTkoe MUCbMEHHOE MOPYYCHHUE, MOATOTOBICHHOE IO UTOTaM
pPacCMOTpPEHHUsT TOCTYIHUBIIETO B YYpeXkJIEeHHE JOKyMeHTa. Pesomrorust odopmisieTcs
HEMOCPEJACTBEHHO Ha JOKYMEHTE — Ha CBOOOJHOM MECTE JIMIIEBOM CTOPOHBI TIEPBOM
CTPaHUIIBL.

7.1.15. Pesomornust  Bkitouaer B ceOs  CBemeHUS 00 HCIIOJIHHUTENE TOPYYCHUS

(HauMEHOBaHUE €ro JOJDKHOCTH, (aMWiIHs, WHUIMAIBI), COJCpXKAaHWE MOPYYCHHUs, CPOK
UCTIOJTHEHNUS, HAMMEHOBAHHUE JTOJDKHOCTH JIMIIA, OTJABILIETO MMOPYYEHHUE, €ro JINIHYIO MOIIHIChH
U pacuupoBKy, 1aTy.

Ecmu pesomronmst mpeamnosaraeT MOpydeHUE s JBYX M 0oJiee JIMI, OTBETCTBEHHBIM
WCIIOJTHUTEJIEM SIBJISIETCS JIMIIO, YKA3aHHOE B MIOPYYEHUH TIEPBBIM.

7.1.16. Ha pokymeHTrax, He TpeOYyIONIMX YKa3aHWH 10 HWCHOJIHEHUIO W HMEIOIINX
TUIOBBIE CPOKU HCIIOJHEHHS, B PE30JIOLMU YKa3bIBAKOTCS HMCIOJIHUTENb, MOJIMNUCH aBTOPA
PE30JIoNNH, JaTa.

7.1.17. B ciyyae, ecnu JOKYMEHT COJCPKHUT NPHIOKEHHS, 00 ITOM JIOJDKHA OBITh
clejaHa CCbUIKAa B JIOKyMeHTe. [IpuioxkeHusi AOMKHBI MMETh BCE HEOOXOIUMBIC ISt
JIOKYMEHTa PEKBU3UTHI.

7.1.18. Ecnu mpuioxkeHus B TEKCTe HE Ha3BaHbl, TO B KOHIIE TEKCTa TOKyMEHTa
HEO0OXOIUMOTIEPEUUCIUTh UX HA3BAHUS, KOJIMYECTBO JIUCTOB U SK3EMILIAPOB KaXKI0TO.

7.1.19. [Ipn HANMYMK HECKOJBKHUX MPHIIOKEHUH K PACTIOPSAIUTEILHOMY JOKYMEHTY Ha
HUX MPOCTABIISIOTCS OPsIKOBbIe HOMepa: [Ipunoxenue 1, [Ipunoxenue 2 u 1.1.

7.1.20.  JIoKyMeHTBHI TOANKMCHIBAIOTCS TUPEKTOPOM WIIM JIUIIOM, HCIIOTHSIOMIUM €ro
00513aHHOCTH, a4 TaKXXE HWHBLIMHU JIMI[AMH, B COOTBETCTBHHM C 3aKOHOAaTeabcTBoM Pd. He
pazpeniaeTcs MOAMMUCHIBATh JOKYMEHTBHI C MPEIJIOTOM «3a», MPOCTABISAA KOCYHO 4YEepTy WU
JIpyrue 3HaKH Tepe]] HauMEHOBAaHHEM JOJDKHOCTH. JlokyMeHT 0Oe3 moamwcu He HMeeT
OpUANYECKO cuiibl. [loanuch TUpEeKTOpa CKPETUISIETCS EYaThIO0 YUPEKACHHUS.

7.1.21. OtrTuck meYaTH 3aBepseT MOMTUHHOCTh MOJMUCH JOJDKHOCTHOTO JIMIA Ha
JIOKYMEHTaX, YAOCTOBEPSIOMUX TMpaBa JuI, (HUKCHpyrOmmMX (aKThl, CBsA3aHHBIE C
(hMHAHCOBBIMU CPEJICTBAMHU, a TAKKEHA MHBIX JTOKYMEHTAX, MPEAYCMATPUBAIOIINX 3aBEPCHHE
HOJUIMHHOU ITOIIUCH.

[Tepeuens nokymentoB I'BOY «KambleBaTckas mkosia MaHIyriuicKoro M.0.», Ha KOTOPBIX
CTaBUTCS II€YATh:

- YCTaBHBIE JJOKYMEHTHI,

- TPYJIOBbIE KHUKKH;

- XapaKTEPUCTUKH, CIIPABKY;
- AKTbI CIAYU-TIPUEMKH U CIIUCAHUS,
- BBINMKCKY 13 JOKyMeHTOB ' BOY «KambleBarckas mkoaa MaHIyrmckoro M.o.» 1 ux

- FapaHTHﬁHBIe IMUucbMa U 1OBECPCHHOCTH,
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- JIOTOBOPBI;

- pactopsKCHHUS;

- MPHUKA3bI.

7.1.22. Tlpu 3aBepeHWUU COOTBETCTBUS KOIWU JOKYMEHTa TOJJIMHHHUKY HIXKE

PEKBU3HTA

«[Toamuch» MPOCTABISIIOT 32 BEPUTEIBHYIO HaAMUCh: «Komusi BepHA»; TOJDKHOCTD JIHIIA,
3aBEPHUBILETOKOIHIO; TUYHYIO TIOJIHCh; paciu(pPOBKY MOANMUCH (MHUIHAIBI, (DaMUIINIO); ATy
3aBEPCHUS.

7.1.23. OrtMerka 00 WCHOJHUTEJIC BKJIOYAaET B ce0s WHUIMAILI W (paMUIHIO
UCTIOJTHUTEIIS IOKyMEHTa, M HoMep ero Tenedona. OTMETKY 00 MCTIOTHHUTENE PACIIOIaraloT Ha
JIMIIEBOH MM 00OPOTHOM CTOPOHE MOCIIEAHETO JIUCTA TJOKYMEHTA B JIECBOM HIDKHEM YTITY.

7.2. K tectam 1oKymMeHTOB:

7.2.1. CrenoBanre HOpMaM OQHUITHATBLHO-/ISTIOBOTO CTHIIS PEYUH:

- KpaTKOCTh M TOYHOCTH M3JIOKCHHS MHPOPMAIINH, UCKITFOUECHUE TBOSKOTO TOJTKOBAHWS;

- 00BEKTUBHOCTH U IOCTOBEPHOCTH HH(POPMAIIHH;

- COCTaBJICHUE, 110 BO3MOXXHOCTH, WPOCTBIX (T.€. COAEpXAIIUX OJUH BOIPOC)
JOKYMEHTOB JUIs OOJIETYeHHsT M YCKOpeHHs padoThl ¢ HHMMH, a TaKXe CIOCOOCTBYET
MPaBHWIIBHOMY (hOPMHUPOBAHUIO JIET,

- CTPYKTYpUpPOBaHHE TEKCTa HA CMBICTIOBBIE YacTU. B mepBoii yKa3bIBalOTCS OCHOBAHHUS
WIM TPHYUHBI COCTaBJICHUS JIOKYMEHTOB. Bo BTOpOW 4YacTW W3IAraloTcs penicHus,
pacTnopsiKeHUs, TPEIJI0KEHMS, MHEHUS, BBIBOJBI, IPOCHOBI;

- UCTONIb30BaHNE TpadapeTHBIX U THIIOBBIX TEKCTOB MPHU OMUCAHUH IMOBTOPSIOIIUXCS
YIPaBICHYCCKUX CUTYAIUH.

8. IIpaBuj1a NOAroTOBKH M 0()OPMJICHHS IOKYMEHTOB

8.1. [Tpukassl.
8.1.1. [Ipuka3 - mpaBOBOH aKT, U3aBaeMblii JUPEKTOPOM JUIS PELICHUS OCHOBHBIX U

ONEPATUBHBIX BOMPOCOB JIEATEIIBHOCTH O00LIe00pa30BaTEIbHOIO YUPEKACHUSA, SIBISAETCS
OJTHUM 13 BXHEUIINX TOKYMEHTOB yUPEKICHUSI.

8.1.2. [Tpuka3 uznaercst pykoBoauTeseM yupexaeHusi. OH BCTyNaeT B CUIIY C MOMEHTA
€T0 MOANUCAHUS JUPEKTOPOM IIIKOJIBI.

8.1.3. OdopmisieTcst mpukas Ha tucTe dopmaTa A4 U TOJDKEH UMETh CIIeTYIOIINe
PEKBU3UTHIL:

- HaMEHOBaHME YUPESKICHHUS,;

- HaMEHOBaHME BHJIAa TOKYMEHTA;

- JaTy ¥ HOMEp TOKYMEHTa;

- 3aroJjIOBOK;

- TEKCT;

- OTMETKY O NMPHJIOKEHUHU (TIPH HATUYUH);

- MIOJIIIHCE;

- 1eYaTh;

- O3HAKOMJICHHE.

8.1.4. HammeHoBaHme opraHu3aIu 0(HhOPMIISIETCS B COOTBETCTBUU C Y CTAaBOM.

8.1.5. [lpuka3 meuaraercs (¢maroBbiM crocoboM. Kakmas cTpoka peKBU3UTOB
HauMHAeTCcs OT JICBOW TIpaHMIBI TEKCTOBOrO IMojisi. BepxHee mosie AOKyMEHTa JOJKHO
cocraBmath 1,5 cm, HmwkHee 1,5 cm, nesoe 2,0 cm, mpaBoe 1,0 cm. Jlata odopmisercs
apaOCKUMHM IU(ppaMu, HOMEp COCTOUT U3 3HaKa Ne 1 IOPsIIKOBOr0 HOMEpa MpUKas3a.

8.1.6. Hymepanust npuka3oB IpOU3BOIUTCS B BAJIOBOM IOPsIKE ¢ CEHTAOps mo 31
aBrycTa B Ipeienax yueOHoro roja.
8.1.7.  Hymepamms mnpukazoB IO YydYallMMCs IPOM3BOAMTCS B BAaJOBOM MOPSIKE C

ceHTsa0ps mo 31 aBrycra B npejenax yueOHOTO roja.
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8.1.8.  Mecto u3nanus nprkasa — AJICKCHH.

8.1.9.  3arojoBOK JOJDKEH KpaTKO M TOYHO OTpakaTh COJEp)KaHUE TEKCTa IpPUKa3a.
3arojioBOK, Kak IMpaBUii0, (POPMYIHPYETCS B MPEITIOKHOM TMaJexke. 3aroJIOBOK IMEeYaTaroT
OOBIYHBIM MIPUPTOM WU

KYpCHUBOM, C a03aIHbIM OTCTYNOM 0€3 KaBBIYEK, pacrojiaras OT JIEBOH TpaHUIIbI JIHCTA.
3aroyioBOK, COCTOSAILIMI M3 IBYX M OoOJiee CTPOK, pacrlojaraloT Ha CTpPaHUIE 4Yepe3 OJIUH
MEKCTPOUYHBIN UHTEPBaAJL. TOUKY B KOHIIE 3aI0JIOBKA HE CTaBSIT.

8.1.10. Tekct oTmenseTcs OT 3arojoBKa TPeMs MEXCTPOYHBIMH WHTEPBAJIAMU,
neyataercs 12 wim 14 Times New Roman, yepe3 oJMHAapHBIH WM TOJYTOPHBIHA
MEXCTPOUHBIM HHTEpBaJl TEKCTOBOIO MOJIS U BbIPAaBHUBAETCA IO JIEBOM M MpaBOi IpaHUIIAM
TekcToBoro mois. [lepBas cTpoka ab3ama HauumHaeTcsl Ha pacctosauu 1,25 cMm OT neBoit
IPaHULBI TEKCTOBOTO MOJIS.

8.1.11. TekcT npukasza COCTOUT U3 JIBYX YacCTEH: KOHCTAaTUPYIOIIEH U paciopsiAUTENbHOM.

8.1.12. B KoHCTaTHpyIOIIEeH YacTH KpaTKO H3JIararoTcs LeTd W 3aaadd, (aKTel H
COOBITHS, TIOCITY>KUBIINE OCHOBAaHUEM i U3JaHUS Tpukaza. OHA MOXKET HAYUHATHCS
clioBamu «B memnsax...»,

«B coorBercTBUM...», «Bo ucnonHeHue...» u T.4. Ecau npukas u3gaercs Ha OCHOBaHUU
IPYroro JOOKYMEHTa, TO B KOHCTAaTUPYIOIIEH 4YacTH YKa3blBAlOT HAUMEHOBAHHME 3TOTO
JIOKYMEHTa B TBOPHUTEJILHOM NaJeXke, ero AaTy, HOMEp M 3arojoBOK. B OTIENbHBIX ciydasx
KOHCTaTHPYIOIIEH YaCTH MOKET MpeAlIecTBOBATh IpeaMOyia U3 OJHOTO-ABYX MPEI0KEHUMH,
B KpaTKo# opMe OTpaxaromiasi CyTh MprKa3a, HO P TOM HE TyOIHPYOIas ero 3arojoBOK.
OO6buHO TIpeamMOyTy MCTOJB3YIOT JJISI TOTO, YTOOBI YIIPOCTUTh U COKPATUTH (POPMYITHPOBKY
3aroJoBKa.

8.1.13. PacnopsimurenbHass 4acTh  OTACNAETCS OT  KOHCTAaTUPYIOMIEH  CIOBOM
«MPUKA3bIBAIO», KOTOPOE TeuUaTaloT 3ariaBHBIMA OykBamu, 0Oe3 kaBbluek. [locrme crmoBa
«TIPUKA3bIBAIOY» CTaBST JBOETOYHE.

PacnopsimurenpHas 4acTh NOJHKHA COAEPKATh MEPEUHCIICHUE MPEINUCHIBAEMbIX IEHCTBUN
C YKa3aHHMeM HCIOJHUTENS Ka)XJA0ro JIEHCTBUS U CPOKOB HCIONHEHUs. PacnopsaurtenbHas
9acTh MOXET OBITh pa3feliecHa Ha MyHKThl M TOIIMYHKTHI, KOTOPbIE HYMEpPYIOT apaOCKUMHU
uupamu. Kaxxaplii myHKT pacnopsaUTeNbHON YacTU HAUMHAETCS C YKa3aHHEeM KOHKpPETHOTO
NEUCTBUS, BBIPAKEHHOTO TIAroJioM B HeompezaeneHHoW (opme. [IelCTBUS OTHOPOIHOTO
Xapakrepa MOTYT OBbIThb IepeurcieHbl B OJHOM IyHKTe. B KauecTBe wucmonHUTENEH
YKa3bIBAIOTCS KOHKPETHBIE JOIKHOCTHBIE ula. [locnennuii myHKT pacnopsauTeaIbHON YacTi
MOXXET COJep’KaTh CBEIEHHUA O JODKHOCTHOM JIMIIE, Ha KOTOpPOE BO3JIOKEH KOHTPOJb
WCTIOTHEHUS TIPHUKa3a.

8.1.14. Ecau npukas u3MeHseT, OTMEHSIET WM JIOMOJIHICT paHee U3aHHbIN JOKYMEHT
WJTU KaKOe- TO €ro MOJIOKEHHE, TO OJIMH U3 MYHKTOB PAaCHOPsIUTEIHHON YaCTH TEKCTA JIOJKEH
CoJlepKaTh CChUIKY Ha OTMEHSEMbIH TOKYMEHT (ITYHKT JOKYMEHTa) C yKa3aHHEeM €ro JaThl,
HOMEpa ¥ 3arojioBka. TeKCT MyHKTa HeoOXonuMo HauuHaTh cioBamu «lIpu3HaTh
YTPaTUBIIUM CUIY...».

8.1.15. B npuka3 He ciexyer BKItoYaTh INyHKT «IIpuka3 JOBECTH 1O CBENEHUS...».
JIOMKHOCTHBIE JIUIA, IO CBEACHUS KOTOPBIX OBOJAT MPHUKA3, NMEPEUUCISIOTCS B yKas3aTele
PACCBUIKH, KOTOPBIM UCTIOJHUTEIh TOTOBUT BMECTE C TPOEKTOM IpPHUKa3a.

8.1.16. Iloamuce BkIOYAET B ceOs HAMMEHOBAHUE ODKHOCTH, MHUITHAIBI U (haMHIITHIO
nmuna, o0IaJaromiero MpaBoM HM3JaHUS MPHUKA30B, a TAKXKE CHUTHATYPY (JUYHYIO IOJIHUCH)
nocnenHero. Ilpuka3pl MOANUCHIBAET IUPEKTOP, @ B €r0 OTCYTCTBHE — HCIIOIHSIIOIIMIA
00513aHHOCTH JTUPEKTOPA.

8.1.17. O3HakOMJIEHHME C MpPHUKa30M BKJIOYAIOT B ce0s JIMYHYIO TMOJIUCH,
pacumdpoBKy MOAMUCHUH JIATY.

8.1.18.  BrImucka-kKomus ONMPEJCIICHHON YacTH MONIMHHOTO JOKYMEHTA. B BBIIHCKE W3
MpUKa3a COAEp)KaTca BCE PEKBU3UTHI IMpUKa3a [0 pacnopaauTenpbHoll dyactu. U3
pacnopsAUTENbHON YacTu OepyT TOJIBKO Ty MH(OpPMalMIo, KOTOpas Heo0XoquMa B KaXKJIOM
KOHKPETHOM Ciy4yae. BhIUCKY 3aBepsOT MPOCTABICHUEM OTMETKH O 3aBEPEHUU KOIUU.
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8.2. PacnopskeHue — mIpaBOBOM aKT, M34ABAa€MbId U PAa3pelICHUs ONEpPaTUBHBIX
BOIIPOCOB.

8.2.1. PacriopsikeHust y4upexneHHs COCTaBISAIOTCS NPEUMYILIECTBEHHO IO BOIPOCaM
MH(POPMALIMOHHO-METOJUUECKOr0 XapakTepa, a TaKkKe II0 BOIpOcaM, CBSI3aHHBIM C
OpraHu3alueil NCIOTHEHUS IPUKA30B, MHCTPYKIUN U IPYTUX JOKYMEHTOB.

8.2.2. PacmiopsikeHust COCTaBISIOTCS aHAJOTUYHO TIPUKA3aM.

8.2.3. TekcT pacnopsKeHHs COCTOMT M3 KOHCTaTHPYIOIIEW M paclopsIUTEIbHON

JacTeH. PaCHOpH,Z[I/ITeJ'ILHaH YaCTb JOKYMCHTAa HAYHUHACTCA  CJIIOBOM: «I[TPEJJIAT AIO»,
«PEKOMEH/ YOy,

«OBA3BbIBAIO», «CUUTAIO HEOBXOJIMMbIM», Hamne4aTaHHBIM MPOMHUCHBIMA OyKBamMH 0e€3
pa3psIKU UKaBBIYEK C HOBOM CTPOKH OT I'PAHUIIBI JIEBOTO ITOJIS.

8.3. [IpoTokon — JOKYMEHT, (UKCHUPYIOIIMH  COJIepKaHUE  COBEHIATEIBHBIX
MEpONPUATUI U NPUAAIOLIUN IOPUINYECKYIO0 CUIIY IIPUHATHIM Ha HUX perieHusaM. [IpoTokossl
MOTYT OpOPMIISITHCSI B CIICITUAIBHON KHHTe (PYKOIUCHBIA BapHaHT), a TAKXKE B 3JIEKTPOHHOM
BapHaHTe.

8.3.1. Benenne 3ammcu BO Bpems 3acemaHusi, cOOp MaTepualioB W TOJTOTOBKA
TEKCTaBO3J1aracTcs

Ha U30paHHOT0 UM HA3HAYEHHOTO CeKpeTapsl 3aceJaHusl.

8.3.2.  TekcT mpOTOKOIAa COCTOUT U3 JIBYX YacTeil: BBOJIHOM U OCHOBHOM.

8.3.3. BBomHas dYacTh COIEpPXHUT TMOCTOSHHYIO HHpopmamuio  (cimoBa  «Jlatay,
«IIpencenarenpby,

«Cexkpertappy», «lIpucyrcTBoBasnin»). Eciau uYnciao y4acTHUKOB COBELIAHMSI MPEBBIIIAET
JIECATh YEJIOBEK, COCTABJISAIOT CIMCOK MPUCYTCTBYIOLIUX, KOTOPBIM MpUIAratoT K MpOTOKOY.
B Texcre mpotokomna, B paszzpene «llpucyrcTBoBamm», ykasbIBalOT TOJIBKO 0O0Iee YHCIIO
MPUCYTCTBOBABLIMX CO CCHUIKOM Ha MPUJIAraeMblid CIIHCOK.

8.3.4. BBognas yacTh mporokosia 3akaHuuBaeTcsl ciaoBamu «lloBecTka nHA», mocie
CJIOB CTaBUTCSBOETOUHE U IEPEUUCIIAIOTCS BOIIPOCHI.

8.3.5. Bompockl noBecTku THS HyMepyroTcs. Kaniplif HOBBIM BOIPOC HAaYMHAETCS C
HOBOUM cTpoku. Kaxknprii Bompoc MODKeH OBITh KOHKpeTH3upoBaH. [lociemoBaTebHOCTH
pPacIoJIOKEHUsI BOIPOCOB ONPENENSIETCS CTENEHbI0 MX BaXHOCTU. Bompocsl mumyTcs B
MMEHUTENIbHOM Tajie)ke — JOKJIaA, OT4eT, cooluieHue, HHGOpMalus; HaWMEHOBaHHE
JOJKHOCTH, WHUIMAIBI W (paMIIni0 JOKIaJUUKa THIIYT B POIUTEIBHOM majnexe. He
PEKOMEH/TyeTCsl BKIIIOYaTh B MOBECTKY JIHS Bompoc "Pa3zHoe".

8.3.6. OcHOBHasl 4acTh TEKCTa COCTOMT U3 Pa3/eNioB, COOTBETCTBYIOIIMX IMYHKTaM
MOBECTKE JHS IPOTOKOJIBHOrO Meponpusitusi. TeKcT Kakaoro pasjiena H3/laraimT B
II0CJIEJ0BATEIbHOCTH!

«CIIYIIAJIA - BBICTYIINIIN - IOCTAHOBWJIU (PEILLINJI)».

8.3.7. [TpoTOKOIBI MOAMKMCHIBAIOTCS TIPEACenaTesieM U cekperapeM. JlaToil mpoTokosa
SIBJISIETCSL aTa MPOTOKOJIBHOTO MEPOIIPUSTHS.

8.3.8. IIpoTokonaM HpUCBAaUBAIOTCS MOPAIKOBbIE HOMEpa B Ipenenax y4eOHOro roja
OTIENbHO MO KAXKIOW TpyHIe MPOTOKOJIOB: IMPOTOKOJbI OOUIMX COOpaHUi TPYJOBOIO
KOJUIEKTUBA, 3aCEAaHUMI I€1aroruueckoro CoBeTa u JIp.

8.3.9. Boinucka U3 mpoTOKONA CONEPXKUT CIEAYIOLIUME PEKBU3UTHI: HAUMEHOBAaHUE
00111€00pa30BaTENbHOTO  YUPEXKACHUS, Ha3BaHME BUAAa JOKyMeHTa (BBIIIMCKA U3
[MPOTOKOJIA), naTy 3aceqaHus, HOMEP MPOTOKOJIA, MECTO COCTABJICHHUS, 3ar0JIOBOK K TEKCTY,
TEKCT, MOJMHMCH, OTMETKY O 3aBEPEHUM KONHHU, OTMETKY 00 HCIOJIHEHUH, HAlpaBICHUU B
"I[CJ'IO".

8.4. AKT — JIOKYMEHT, COCTaBJCHHBIM HECKOJbKMMHU JULUAMU U MOATBEPKIAIOIINMA
(haKThI,COOBITHS.

8.4.1. AKTBI COCTaBIISIFOTCSL B CaMbIX Pa3JIMYHBIX CUTyalUsX U MO3TOMY UMEIOT MHOIO
Pa3HOBUAHOCTEHN: aKT MPUEMKH paboThl; akT MpueMa-nepeaadn JTOKYMEHTOB, aKT CIHMCAHUS
MaTepuasoB U T.x.

8.4.2. AKTBI COCTaBIISIFOTCSI KOMUCCHUEM, TTOCTOSIHHO AEHCTBYIOUIEH WM HA3HAYCHHOU
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[0 YKa3aHHUIO JUPEKTOpa. AKT MOJNUCBHIBAETCS BCEMH JIMLAMHU, MPUHUMABIIMMU y4acTHE B
€ro COCTaBIICHUU.

Jns psga axkToB (IO MaTepHaIbHBIM, (UHAHCOBBIM M JPYIMM BaKHBIM BOIIPOCAM)
HE00XO0AMMO YTBEP)KJICHHE PYKOBOJAUTEIEM U 3aBEPEHHE NIEUaThi0 YUPEIKICHHUS.

8.4.3. C axkTamu peBU3HI, IPOBEPOK 3HAKOMSAT BCEX JIUI, EATEIbHOCTh KOTOPBIX OHU
3aTparuBaroT.

8.4.4. Ecnu akT coCTaBIseTCS HE IJsI BHYTPEHHETO HCIIOJIb30BAaHMs B IIKOJIE, TO OH
JOJKEH COACPkKaTh FOPUIUYECKUN apeC YUPEKACHHUS.

8.5. CropaBka — 3TO TOKYMEHT, COJEp KAIlfil ONICAaHue U MOATBEPKACHUE (PaKTOB,
coObITHIL. B 1m1xosne mpuMeHseTcs 1Ba BUJia CIPaBOK.
8.5.1. CmpaBku COCTaBISIOTCS M ONMCAaHUS WIM TOATBEPXKICHUA (HAKTOB HIIU

coOBITUI B AesATeNbHOCTH YupekaeHus. COCTaBISAIOTCS 10 YKa3aHHWIO BBIMIECTOSIICH
OpTraHM3aIlUi WU PYKOBOJIUTENS YUPEKACHUS IS WHOOPMAIMHA O BHITIOJHEHUU IUIAHOB,
3a1aHUI, IOPYYEHUHN U IPEACTABISIOTCS B YCTAHOBJIEHHBIE CPOKH.

8.5.1.1. TekcT TakoM CIIpaBKU COCTOUT U3 IBYX YaCTEHU:

B nepBoii yactu u3nararorcs GpakT, MOCITYKUBIITUE TTOBOJAOM K €€ HaIMCAHHUIO, BO BTOPOM —
MPUBOAATCS KOHKPETHbIE NaHHbIE. BBHIBOJBI M MpENJIOKEHUsI B CIIPaBKE HE NAIOTCS (B 3TOM
COCTOHUT OTJINYHME OT JOKJIATHOM 3alHICKH).

CrpaBka noKHA OOBEKTMBHO OTpa)kaTh COCTOSIHUE €N, €€ COCTaBlieHue Tpedyer
TIIATEIHLHOTO COOpa U MPOBEPKH CBEACHUI, MOTYT MPUBOIUTHCS TAOJIHIIBI.

8.5.1.2. CnpaBKkH, COCTaBJICHHBIE:

— JUTSL PYKOBOJIUTEIISL YUPEXKICHHMSI, TOAIUCHIBAET COCTABUTEIIb;

— 10 YKa3aHUIO BHIIIECTOSIIEH OpraHu3aliiy, MOMMUCHIBAET PYKOBOAUTEIb YUPEKIACHUSL.
8.5.2. CrnpaBky, yIOCTOBEPSIONTUE OPUIUUECKHIE (DAKTHI:

— crpaBKa 00 00y4eHHH ydalierocs B JaHHOM KJIacce, IIKOJIbI;

— CIpaBKa O MOATBEPXKICHHUHU nepeBoja u3 apyroro OY;

- CIpaBKa-TMOATBEPKACHHUE O 3aYUCIICHUHN yJalllerocs B MIKoy u3 apyroro OV;

- CIpaBKa JMJisi COTPYAHHKOB (MOATBEpXkIECHHE MecTa paboThl, 3aHUMaeMO
JOJKHOCTH, pa3Mep 3apabOTHOM TIIATHI U T.JI.)

Takoro pona crpaBKd BBIIAIOTCS IO 3alpocaM 3aWHTEPECOBAHHBIX JIHI] (COTPYIHHKOB)
WJIN YUPEXKICHUMN.

85.2.1. Jlns HamucaHus JAHHBIX  CIPABOK TMPUMEHSIOTCS  YHU(PUIIMPOBaHHBIE
TpadapeTHbie OJIaHKU.
85.2.2. TekcT cmnpaBkuM HauyWHAeTCs C YyKa3aHus (amMwimk, WMEHH, OT4decTBa (B

MMEHUTEIBHOM TaJIeXKe) JHIa, O KOTOPOM COOOMIAIOT CBeAeHUs. B KOHIlE CHpaBKU
YKa3bIBaCTCSl HA3BAaHWE OPTaHU3AIUH WM YIPEKICHHUS, Ky/la OHA TIPEICTABISICTCS.

85.23.  Cnpasku noanuceiBaet nupekrop 'bOY «KamplimeBaTckas mkona MaHryrimckoro
M.0.»

8.5.3. Ha cmpaBke nomkHa 00s3aTENBHO CTOSTH JaTa €€ MOMAMUCAHUS, HCXOSIIHMA
HOMED, MOJIUCHH TTEYaTh.

8.6. CTaTHCTHYECKHE  OTYEThl -  HCIOJHSAIOT  PaOOTHUKH, Ha3HAYCHHBIE
OTBETCTBEHHBIMHU 3a CIAUyOTYETOB B BBIMIECTOSIINE W JIPYTHE OpTraHu3aluM (MIEHCHOHHBIN
(G oHJ, BOGHKOMAT, (PUHAHCOBBIE CTPYKTYPbI, HAJIOTOBYIO MHCIIEKLIUIO U T.1.).

8.6.1.  Ortyerbl TOTOBAT C IIOMOIUBIO TEYATHBIX YHU(PUIMPOBAHHBIX (opM MU
AJIEKTPOHHBIM CIIOCOOOM B 06a3ax JTaHHBIX.

8.7. CayxeOHble mHMCbMa - 3TO CaMblii pPaclpOCTpPaHEHHBI BHJ JIE€ITOBBIX
NOoKyMeHTOB. COCTaBISIFOTCS MHCbMa Uil OCYIIECTBICHUS ONEPATHBHOM CBSI3U C JPYTUMHU
YUPEXKIECHUSAMH U NPEANPUATHIMHU 110 PA3TUYHBIM BOIIPOCAM.

8.7.1. [lo conmepkaHWIO M Ha3HAYEHHWIO NHCbMa MOTYT OBITh WH(OPMAIMOHHEIE,
rapaHTUHHBIE, peKJIaMal[HOHHbIE, KOMMEPUECKUE, TMChbMa-3alpOoChl, MUCbMa-TNIPUITIAIICHUS U
T. 1.

- NudopmanimoHHble NHCbMa CoOAEpXkKaT COOOIIeHHs, NPOCHObl, HAOMHHAHUS,
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MIPEIOKEHUSI.

— [apanTuitHple TpelHa3HAYeHbl Ui W3BEIICHHS O TapaHTUSX OIUIaThl, CPOKOB
MOCTaBKU WJIM KQ4eCTBA MPOAYKIIUN H YCIIYT.

— B pexnamanuoHHBIX  (MPETEH3MOHHBIX) MUChMAax HM3JIAraloT  TpeOOBaHUS
BO3MEIIECHUSAYOBITKOB, HAHECEHHBIX H3-3a HAPYIICHHUS YCIOBHM KOHTpaKTa WJIH JOTOBOpa
JPYrof CTOPOHOU (KOHTpareHToMm). Pexnamanus JoMKHA MOATBEPKAAThCS MPUIIaraeMbIMU K
MUCHbMY TJOKyMEHTaMU B BUJIE€ aKTOB, CIPABOK U T.J.

- Kommepueckne nmuchbmMa COCTaBISIOT MPU 3aKIIOUEHUH U BBITIOJTHEHUN KOHTPAKTOB,
4acTO B HUX H3JIAraloT MpochObl O MPeJI0CTaBICHUN HHPOPMAIMK O TOBapax U yclyrax y ux
MIPO/IABIIOB, WM HAIIPOTUB NPEJIararoT MOCTaBUTh TOBAPHI WIIN YCIYTH.

- B mnmcbpmax-3ampocax OpoOCAT Y KOHTpareHTa pa3bsCHUTh KakoW-muOo (akT uiu
JIICUCTBHE.

8.7.2.  Cpoxu MOATOTOBKM OTBETHBIX IHCEM YCTAaHABIMBACTCS PE30JIOLUEH IUpPEeKTOopa
I'BOY «KawmpbiueBarckass Mmkona MaHIYIIICKOTO M.0.» Ha OCHOBAaHMH HMEIOIIUXCS CPOKOB
HCIIOJIHEHHS [TOPYYEHUH, 3aIIpOCOB WIH 110 PELIEHUIO aBTOPA PE30II0LUH.

8.7.3. [TpaBuna oopmiteHUs CIyKEOHBIX TUCEM.

8.7.3.1. CnyxeOHple TTHChbMa OQOPMIIIOTCS Ha OmaHkax i nucem dopmarta A4, Ha
KOTOPBIX PAa3MEIICHBl TMOYTOBbIE M OAaHKOBCKHE PEKBU3HUTHI NpEANpuUsTHi. B mucbMax
Ha3BaHME BHJIA JOKYMEHTA HE YKa3bIBAETCH.

8.7.3.2. [Tucemo 1enecooOpa3HO TOTOBUTH MO OJHOMY Bompocy. Eciam HeoOxomumo
o0paTUTbCS B OPraHU3alMI0 OJHOBPEMEHHO 10 HECKOJIbKMM Ppa3HOPOIHBIM BOIpPOCaM,
PEKOMEHYeTCS COCTaBJIATh OTICNIbHBIE MUChMAa MO KaXAOMY K3 HHX. I[IMCBMO MOXeT
KacaTtbCs HECKOJBKUX BOIPOCOB, €CJIM OHHM B3aUMOCBSI3aHBI M OyAyT paccMaTpUBaThCs B
OJTHOM CTPYKTYPHOM TMOJpa3fefieCHUH OpraHu3aluu- ajapecatra. PexoMmeHayemblii o0beM
JIEJIOBOTO MHUChMa - HEe Oosiee 2-X CTpaHMIl (B MCKIIOUUTEIBHBIX CIy4asx - J0 5 crpaHum).
[Tucerma 0OpMIISIOT B IBYX SK3EMILISIPaAX.

8.7.3.3. B 3aronoBo4HO# 4acTH MUCbMa OOPMIISIOT CJICTIYIOIINE PEKBU3HUTHI:

— Anppecar. CiyxeOHO€ THCEMO MOXET OBITh aJPEeCOBAHO YUPEKICHUIO, €T0
CTPYKTYpHOMY MOAPA3/IEICHUIO, KOHKPETHOMY JOJDKHOCTHOMY JIMIlY WJIM YaCTHOMY JIHILY.
Ecim muceMO anpecoBaHO YYpEXKISHHIO, TO HANMEHOBAaHME YUPEKICHHS B ajapecare
MeYaTaloT B UMEHUTEIHbHOM TMajexXe, MOKHOCTh U (PaMHINIO JOHKHOCTHOTO JIHIA - B
JTATEJIbHOM.

[locne wHammeHOBaHMS aJpecaTa pEKOMEHAYeTCs yKa3blBaThb €ro TMOYTOBBIM  ajpec,
KOTOpble OQOpPMIISIETCS B COOTBETCTBHH C TpeOoBaHMAMHU [IpaBWil OKa3aHHMA YCIYr MOYTOBOM
cBs3u, yrBepkaeHHbIMU [TocTtanoBnenuem IpasutensctBa PO ot 15.04.2005 Ne 221. TpaBminamu
NPeyCMOTPEH CIEIYIONNA MOPAI0OK HAMCAaHUs ajpeca: Ha3BaHUE YIMIBI, HOMep JoMa (Tipu
HEO0OXOUMOCTH — HOMep oduca); Ha3BaHHE HACEJIEHHOTO MyHKTa (ropoja, moceika U T. IL.);
Ha3BaHHUe 00J1acTH, Kpasi, aBBTOHOMHOT'O OKpyra (001acTH), pecryOJIMKU; TTOYTOBBIA HHJIEKC.

Ecnu nuceMo oJHOro cojaepaHHsl HaIlpaBiseTcss HECKOJIbKUMM ajpecaTaM, CHayaia
oopmisieTcss azpec OCHOBHOTO IOJIydaTels, 3aTeM Iepeuucisitorcss npyrue. Ha omHOom
MUChME MOKHO pa3MellaTh He Oojiee ueThlpeX pEeKBH3UTOB Anpecara. Eciu mokymeHT
HampasisieTcss Ooyiee, 4eM IO YeThIPEM aJpecaM, COCTABISETCS CIMCOK PAaCCBUIKH W Ha
Ka)KJI0M DK3eMILUIpe YKa3bIBa€TCs JIMILB OJIUH aJipecaT, KOTOPOMY HaIPaBIISIeTCS KOHKPETHBIN
9K3EMIUISP.

— Jlara. Jlatoii mucema sBhseTcss nata ero mnoxamnucanHus. Odopmisercs apaObcKuMu
udpamu, roj yKa3slBaeTcsl MOJTHOCTHIO (Hampumep, 11.11.2021);

—HWupexc nokymenTa. CTaBUTHCS MOPSAIKOBBIM HOMEp, IO KHUTE y4eTa JOKYMEHTOB;

—Cchulka Ha MHAEKC U AaTy JOKYMEHTAa-3alpoca, €ClIM MUChMO SIBJISIETCS OTBETOM. DTOT
PEKBU3HT BCET/ia BKJIIOYACTCS B OJIAHK MUChMa, HO 3aIOJIHSETCS TOJBKO MpU O(QOpMIICHUHU
OTBCTHBIX HUCXOASAIIUX ITHCEM M BKJIIKOYACT peFHCTpaHI/IOHHBIﬁ HOMep nu z[aTy ,Z[OKyMeHTa, Ha
KOTOPBIN 1a€TCSA OTBET.

—3aFOHOBOK K TCKCTy IIMCbMa JOJIKCH GBITB MAaKCHUMAaAJBbHO KOpOTKI/IM U TOYHBIM.
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OH popmynupyercs o0braHO Tak: "06 uzmenenuu ...", "O cozoanuu ...", "O npogsedenuu
."'u 1. 1. Bmucemax gopmara AS, comepikaHue KOTOPBIX HE TPEBBIIIaeT 4 - 6 CTPOK,
3aroJIOBOK MOXXHO HEO()OPMIIATh. 3ar0J0BOK MUIIETCS OT JIEBOTO TOJIS C 3arJIaBHON OYKBBI
0e3 KaBbIUECK.

8.7.34. TekcT nmuchMa JIOJKEeH OBITh JIOTUYHBIM, TOCIIE0BATEIBHBIM, YOeIUTEIbHBIM
U KOPPEKTHBIM IO (opme. DaKThl U COOBITUS TOJKHBI U3JIaraThCsl 0ObEKTUBHO, JIAKOHHYHO,
sCcHO. TeKCT muckMa He JOIDKEH JO0MYCKaTh pa3IMYHOT0 TOJKOBaHMA. B 3aBUCUMOCTH OT THIIA
MUChbMA U €r0 COJCPXAaHUS TEKCT MHChbMa MOXET OBITh MPOCTHIM WIJIM CIIOKHBIM. [IpocThie
MUChbMA COCTOSAT W3 OJHOM- JBYX 4YacTeW: BCTyIJIeHMS U 3akimiodeHus. CIIOKHBIE B
KOMITO3UITIOHHOM TIJIaHE MUChMa COJIEPKaT BCTYIUICHUE, OCHOBHYIO 4YacTh (JI0Ka3aTeIbCTBO)
1 3aKiroueHue. Hadano mucbMa MoXeT UMeTh 00parieHus.

Bo BcrymneHun naercs 0OOCHOBaHHME BOINPOCA: HM3JIaraeTcs MPUYHWHA, OCHOBAaHHWE WU
00OCHOBaHHME COCTABICHHS NHCHbMa, TNPHBOASATCS CCBUIKM HA JOKYMEHTBI, SIBISIFOIINECS
OCHOBaHHEM TIOJITOTOBKHU MHCHhMa. B OCHOBHO# 4acTH ([10Ka3aTeNLCTBE) U3JIaracTcs CyniecTBO
BOIIPOCA, TPUBOJISATCS JIOKA3aTENbCTBA WM OMPOBEPKEHUS; OCHOBHAS YaCTh JIOJKHA OBITh
yOequTenbHON, 4TOOBI HE BO3HUKAJIO COMHEHHH B TPABWIBHOCTH M OOOCHOBAaHHOCTH
npeJuIaraeMbIx peteHuil. B 3akmouernn GopmMyaupyeTcsi OCHOBHAs II€ITb MMChMA.

B nucemMax UCTIONB3YIOT ClieAyrome GOPMbI H3IIOKEHHSI TEKCTA OT TIEPBOTO JIUIIA:

- MHOXKECTBEHHOTO 4Hcia (npocum, coobwaem, Hanpasisiem, HAnOMUHAEM,
svicbliaem W T.J),TaK KaK JOHKHOCTHOE JIUIO, TIOAMHUCABIIEe TUCHMO, BEICTYNIAET OT UMEHHU
OpraHu3aIlm);

- eIMHCTBEHHOTO YHCIIa (npouty, npeonaeaio, Hanpaegsiio v T.1.), BO3MOXHO B IByX
clTydasix:

¢  THUCHMO 0(OPMIIIETCS HA JTIOJDKHOCTHOM OJIaHKe;

®  [UCbMO HOCUT KOH(HUIESHIHAIBHBIN XapaKTep WIH COACPIKUT MEPCOHAIBHOE
oOpareHue Kajapecary.

[TrucbMa MOXHO 3aKOHYHTD Bpaszoit «C yeasiceHuemy.

—OTMeTKa 0 HATMYUH MPUIIOKEHUs (TTPU HEOOXOIUMOCTH ).

— Odopmnenne pexBuzuta lloanmuck TPOU3BOAMTCS B COOTBETCTBHM C  OOIIUMH
TpeOOBaHUSMU M BKIIOYaeT B ce0S HAWMEHOBAHHME JOJDKHOCTH JIMIA, IOAMUCABIIETO
JTOKYMEHT, JIMYHYIO TTOANUCH HPACIIA(POBKY MOIITUCH.

—PexBuzur @amunus u TenedoH UCIONHUTENS MPOCTABISETCS B JIGBOM HIDKHEM  YIITy
JUIEBON MK 000POTHOM CTOPOHBI OJIaHKA MOJ] MOJIUCHI0 PYKOBOIUTEISL.

8.8. Joxiannpie ¥ 00bICHUTENbHBIEC 3aAMUCKH.

8.1. JloknajHasi 3ammcka - 3TO JOKYMEHT, aJPECOBAHHBI pPYKOBOJHUTEIIO H
WHPOPMUPYIOIINA €r0 O CIOXHBILICHCS CHUTyallMd, WMEBIIEM MECTO SIBICHUH WiIH (aKT
BBHITIOJTHEHHON pa0OThI, a TAKXKE COJIEPIKAIIH BEIBOIBI U TIPETIOKEHHS COCTABUTEIIS.

8.1.1.  JloxmagHast 3amucka o(GOpPMIIIETCS TEYaTHBIM CIIOCOOOM Ha TPOCTOM JIUCTE
Oymaru ¢ BOCIIPOM3BEICHUEM PEKBH3UTOB OJIaHKA, TAK)KE MOYKET BBITIOIHATHCS PYKOIUCHBIM
CTIIOCOOOM.

8.1.2.  TekcT HOKIAIHOW 3aNMMCKH JEIUTCS HA J[BE YACTH: NEpBasi - KOHCTATHPYIOIIas,
IJIe M3JaraloTcs HMEBIIUE MECTO (aKThl WM OIMUCHIBACTCS CHUTYyallHs; BTOpas - TIe
n3JIaraeTcs

npeUIoKeHue, Ipockoa.

TexkcTy HOKIaHON 3amUCKU 0053aTENIbHO MPE/IIECTBYET 3ar0JIOBOK, HAUWHAIOIIUNCS C
npemiora « Oy, « Oo».

8.2.  OOmpscHHUTENbHASA 3aHMCKAa — JOKYMEHT, HMOSCHSIOUIMNA COJEp)KaHHE OTIACIBbHBIX
MOJIOKEHUHOCHOBHOTO JJOKYMEHTA WU OOBSICHSIOIIEH IPUUMHBI KAKOTO-TH00 COOBITHS,
¢axra, MocTymka.

8.2.1. OObBsicHUTENbHAS ~ 3aMKCKa,  TOSCHAIOIIME  COACp)KAaHHWE  OTIEIbHBIX
MOJIOKEHUH OCHOBHOTO JIOKYMEHTA, 0(OpMIISIETCS Ha 00IIeM OJIaHKE YUPEIKICHUS.
8.2.2. OObsicHUTENIBbHAS ~ 3allUCKa 10  TOBOJY  KaKUX-TMOO  TPOWCIIECTBHMA,

12


http://www.edou.ru/courses/referer.php?course=razdel1&chapter=razdel12&lesson=dol_blank

CJIOKHMBIIUXCS CHTyaHHﬁ, IMOCTYIIKOB U MOBCACHUA OTACIIBHBIX pa6OTHI/IKOB Oq)OpMJISIeTCSI Ha
YUCTBIX JIUCTax 6YMaFI/I C BOCIIPOU3BCIACHHUCM TCX K€ PCKBU3UTOB, U IIOANMCBIBAIOTCA
COCTaBUTCIICM.

9. KagpoBasg JOKyMEHTalus - COBOKYNHOCTb (OpM (JIOKyMEHTOB), OTPasKarOIIUX
HaJW4yue U JIBIKEHUE IepcoHaia. [IB)KeHue mepcoHajia - ofHa U3 Oa3UCHBIX KaTeropuil
yIIpaBJICHUsI IEPCOHAIIOM, IIOJ] KOTOPOM, KaK MPaBUJIO, TOHUMAIOT:

e  mpueM Ha padoTy;

®  TIEpPEeBOJ Ha APYTyio paboTy;

®  [pPEJOCTaBIIECHUE OTIIYCKa;

®  YBOJIbHEHHE.

9.1. BaxHOCTh KaJpPOBOH TOKYMEHTAIIMU IOATBEPIKIACTCS, MPEKIE BCEro, TEM, UYTO
110001 KaapoBBIA TOKYMEHT (PUKCHUPYET IOPUANYECKH 3HaUMMble (DaKThl, KOTOPBIE SIBISIOTCS
OCHOBAaHHEM COBOKYIMHOCTH KOPPECTIOHAMPYIOMIUX JpYyr ApYyry INpaB U 00sS3aHHOCTEH
paboTHuKa U paboronatens. Hanpumep, TOMKHOCTHAS MHCTPYKLMS SBISETCS HOKYMEHTOM,
MOATBEPKIAIOIIMM MPAaBOMOYHUSI TOTO WJIM WHOTO JOJKHOCTHOTO JIMIIa Ha COBEpLICHHE
IOPUINYECKH 3HAYMMBIX JSHCTBHM, BXOASAILINX B €T0 JOKHOCTHBIE 00sI3aHHOCTH.

9.2. Bepenue KaapoBOIO JEIONPOU3BOJCTBA IMO3BOJISIET I(PPEKTUBHO PEIIUTH Cpasy
HECKOJIBKO 3a/1au:

—JlokymMeHTanbHO 0OPMUTH TPYIOBBIE OTHOILEHHS, (POPMATN30BATh KaJpOBbIE MPOLIEAYPHI.

— Iloctpoutb  CTpoiiHYr0  CHUCTEMYy  YIOpaBJIE€HHS  IEPCOHAJIOM,  OTBEYAIOIIYIO
CTpaTeruuecKuM3aaayaM yrpaBiIeHHUs.

—PernamenTrupoBaTh B3aMMOOTHOIIEHUS! paOOTHUKA U paboToaarens. Beenenue kaapoBbix
JIOKYMEHTOB IMO3BOJISIET JOOUThCS «OajaHca UHTEPECOB» paboToaTenst U paOOTHUKOB IyTEM
YEeTKOHN perjiaMeHTallui: YeM KOHKPETHO JTOJKEH 3aHMMAThCs KaX/Iblii paOOTHUK (Harpumep,
B JIOJUKHOCTHBIX MHCTPYKIMSIX) U KAKOBbI QYHKIIUU pabOoTOaATENS.

—Co31aTh  OpPraHM3allMOHHO-TIPABOBBIE OCHOBBI ~ TPYAOBBIX OTHOIIEGHUH, Kak Juis
paOoTHUKOB, Taku Juid paboromatens. C OAHOH CTOPOHBI, KaJIpOBble JOKYMEHTHI
MOJACPKUBAIOT UHTEPECHl paboTodaTes, a ¢ IPYroil - HaIpaBJsIOT €ro JUIl HEAOMYIICHUS
UTHOPUPOBaHMs TpeOOBaHUIN TPYJOBOTO 3aKOHOAATEIbCTBA.

—PaspemnTh TpynoBbe CIIOpHl IPU BO3SHUKHOBEHMH KOH(MIMKTHBIX CUTyalUH, OCOOCHHO
KOIJa KaapoBas JOKYMEHTAlMsl BBICTYNAaeT KaK OJHO M3 IHCbMEHHBIX JOKa3aTelbCTB B
cyaeOHOM pa30upaTenbCTBE MO TPYAOBBIM CIIOpaM.

9.3. OCHOBHOH CMBICT KaJpOBOM JOKyMEHTallMd - B MpHUJAHUU OojblIel
IIPO3PaYHOCTH TPYIOBOMY ITPOLIECCY.

94. B TIBOY «KawmblmeBarckas 1mKojga MaHIYrIIicKOro M.0.» HPUMEHSIOTCS
cleyronme yHu(puIupoBaHHble (GOPMBI 110 yUETy KaJpoB:

- NeT-1 «IIpuka3 (pacnopspkeHue) o mpreMe paboTHHKA Ha padoTy»;

- NeT-2 «JInynast kKapTouka pabOTHUKAY;

- NoT-3 «IllTaTHOE pactucaHue;

- NoT-5 «IIpuka3 (pacnopspkeHHe) 0 epeBoie pabOTHHKA HA JPYTYIO padoTy;

- NeT-6 «IIpuka3 (pacropsikeHne) o IpeAOCTaBICHUN OTITyCKa paOOTHHUKY;

- NeT-6a «Ilpuka3 (pacnopsikeHue) 0 IpeAOCTaBICHUH OTIYCKa paOOTHUKAM;

- NoT-7 «I"paduk OTIIyCKOBY;

- NoT-8 «IlIpukaz (pacmopspkeHne) o MpeKpanieHuH (PacTOPKEHUH) TPYIOBOTO
JOTOBOPAcPaOOTHUKOM (YBOJIBHEHUN ),

- NoT-13 «Tabens yuera pabovero BpeMeHN»;

9.5. B cootBercTBHU ¢ TpeOoBaHMSMM TpPYyAOBOro 3akoHojatesnbctBa PO B I'BOY
«KawmpieBaTckas mkojia MaHTyricKoro M.0.» YCTaHOBJIEH €AMHBIN MOPSIOK 0hopMIeHHUs prUeMa,
YBOJIbHCHUA U IEPCBOJAa COTPYAHUKOB. COBOKyHHOCTL AOKYMCHTOB, B KOTOPBIX 3a(I)I/IKCI/Ip0BaHBI OTaIlbl
TPYAOBOU ACATCIIBHOCTHU COTPYAHUKOB, HA3bIBACTCA JOKYMCHTAIMECH 110 JIMYHOMY COCTaBYy.

K TakuM gokyMeHTaM (1IepBOi IPYMIIbl) OTHOCSTCS:

1. JlokymeHTaIus 1mo npremMy Ha padoTy (3asBJIeHUE O MpUeMe Ha




paboTy, TPYJOBBICIOTOBOPHI HIOTIOTHUTEIBHBIC COTIIAIICHHUS, TIPUKA3 O IPHEMe Ha
paobory).

2. JlokyMeHTaIus 1o mepeBoy Ha IPYrylo paboTy (3asBlIEHUE O TIEPEBOJE
Ha JIpyryropadoTy,npuka3 o IepeBojie Ha APYTyro padoTy).

3. JlokyMeHTanusi 10 YBOJBHEHHIO ¢ paboThl (3asBiIcHHE 00 YBOJIBHEHUH,

pUKa3 00yBOJIbHEHHUN ).
4. HoxymenTanuss 10 o(OpMIEHUIO OTHYCKOB (TpaduK OTIYCKOB,
3asIBICHUSA OTIpEe0CTAaBICHUH OTITYCKa (B T.4. IPEIBAPUTENHHOE),

MIPUKa3 O MPEIOCTABICHUN OTITYCKA).

5. JlokymeHnTatus no ohopMIICHHIO TTOOIMIPEHHH (MPeACTaBIEHUE O MOOIIPEHUH
HABBIIIECTOSIIIUEOPTaHU3aIlNH, IIPUKA3 O TIOOIIPEHHH).

6.  JoxymeHTarus 1o oOpMICHHIO NTUCHUIIITMHAPHBIX B3BICKAHHM (TOKIaIHAs 3aMUCKa

O HapylIEHUU TPYIAOBOW TUCLUIUIMHBI, OOBSCHUTENIbHAS 3alMCKa O HApYyIIEHUU TPYIAOBOU
JTUCLUIUIMHBL, IPUKA3 O HAJI0KEHUH TUCIUIUIMHAPHOTO B3BICKAHUA).

7. JlokymeHTanus 1O HA4YUCJICHUIO 3apaboTHOM mmiaThl (Tapudukanus, MPUKa3bl O:
Ha3HAYEHUH MeIarorMyeckoi HarpyskH, 3aMeIleHHH, JoIlaTax M HaJa0aBKax; Tabenb ydera
pabouero BpeMeHH).

8.  JIoKyMeHTBHI 110 y4yeTy JMYHOI'O COCTaBa pPaOOTHHUKOB (JIMYHAs KapTodyka pabOTHHUKA
(T-2), nuuHoe 1e710).

9. [Tonydyenue u 06paboTKa TOKyMEHTOB MO JMYHOMY COCTaBY OCYIIECTBISETCS
B cooTBeTcTBUU C [lojokeHHMeM o 3amuTe NEepCOHANbHBIX JaHHBIX paboTHukoB ['BOY
«KamplmeBaTckas mkosga MaHryruickoro M.o.».

10.  TpynoBoif 1OroBOp — JOKYMEHT, (PUKCUPYIOIMINI COTrJIacke CTOPOH 00 YCTaHOBICHUH
TPYAOBBIX MPABOOTHOLIEHWH W peryaupyromuid ux. JloroBop AO0JKEH OTBe4aTh BCEM
MIPEeIyCMOTPEHHBIM 3aKOHOAATeIbCTBOM P® TpeGoBanusM Kk HeMy. JlOrOBOPBI COCTABIISAIOTCS
PYKOBOIUTEIIEM.

10.1. CropoHamMHu TpPYAOBOTO JIOTOBOpa SIBISIIOTCS ydpexkaeHue (paboTomaTtensb) u
pabOTHHK.
10.2. TpyoBOit 1OroBOp AOJKEH 3aKIII0YAaThCsl B MUCBMEHHOM (hopMme.

10.3.  JloroBop cocTaBisieTcs B ABYX AK3EMIUISIpax, MOMUCHIBACTCS PYKOBOJUTEIIEM H
paboTHHKOM, 3aBepsieTcss mevarbto. OIUH SK3EMIUISIP JOrOBOpAa XPaHHUTCS B YUPEKIACHUHU,
BTOPOI — y paboTHHKA. TpymnoBO# TOTOBOP XpAHUTCS /5 JIET.

11.  CoryanieHue K TPyJ0BOMY JOTOBOPY - AOKYMEHT, KOTOPBIM CTOPOHBI O(hOPMIISIOT
M3MEHEHHE OIpPEeNICHHBIX CTOPOHAMHU YCJIOBHH TPYAOBOTO JOTroBopa. Takoe coriameHue
SBIISICTCSI HEOTHEMJIEMON YacThlO0 TPYAOBOTO JoroBopa. OHO TOKHO OBITH COCTABICHO U
o(opMIIEHO B TOM %€ MOPAIKE, YTO U TPYAOBOM AOrOBOP.

12.  Ilpuka3sl 0 TPYIOBBIM MPABOOTHOIICHUSIM JICISTCS Ha IBA BUJA:

IPUKa3bl 110 JUYHOMY COCTaBY («I.C.») CO CPOKOM XpaHeHus — 75 net
pueM Ha padoTy;
nepeMelIeHue;
coBMelIeHne (IOpYYEeHHUE JOMOTHUTEIBHON paboThl);

HepeBOJl Ha IPYTyto paboTy;
YBOJIbHEHHUE;

aTTecTalysl, IOBbIILICHUE KBAIU(UKALIH;
IPUCBOCHUE 3BaHUM;

U3MeHeHue GaMuIIng;

MIOOIIPEHUSI, HAT PAKICHHUS;

e omata Tpyna (TapuuKanuy, U3MEHEHUH Y4eOHON Harpys3kH, YCIOBHUH Tpyna,
o0beMa paboThl),IPEMUPOBAHNE, PA3TUUHBIE BBIILIATHI;

®  OTIIyCKa IO YXOAY 32 PEOCHKOM;

e  oTmycka 6e3 coxpaHeHus colepkaHus (3apabOTHOH MIaThl).

L4 CIKCTOJHBIX OINNIaYNBACMBIX OTITYCKaX;
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®  OTIYyCKaxX B CBSI3U C 00yUYEHHEM;

®  KPaTKOCPOYHBIX KOMaHIMPOBKAX.

13. Bce mpukassl o JIMYHOMY COCTaBY OOBSBISIOTCS paOOTHUKY IO/ PACIHUCKY.
OrmeTka 00 O3HAKOMJICHHM C TIPUKA30M TPOCTABISCTCS CaAaMUM PAOOTHHKOM M COJCPIKHT
MOANUCH paboTHUKA, paciudpoBKy noanucu u aaty. Ocod6eHHO He0OXoArMa 3Ta OTMETKA Ha
IIpHUKa3ax 00 yBOJbHEHUHU.

14. Ha Bcex pabotnukoB B I'BOY «KawmpblmeBarckas mikosa MaHTYTTIICKOTO M.0.»
BEIyTCAd TPYAOBBIE KHUKKA WIM DJEKTPOHHBIE TPYAOBBIE KHUXKKH (IO 3asBICHUIO
paboTHHKA), TUYHBIC IeTIa U JIMYHBIE KapTOUKH paboTHHKOB (. T-2.

15. TpynoBas KHHMXKAa — OTHOCHUTCS K UHCIY OCHOBHBIX JOKYMEHTOB,
MOJITBEPKIAIONINX €T0 TPYHOBYIO NEATEIBHOCTh M TPYIOBOW CTaXX. TpyHOBbIE KHIKKH
BEAyTCs Ha BCEX COTPYIHHMKOB, MpopaboTaBmux cBbime 5 qHei. [loctymaromme Ha paboTy
00s13aHBI TIPEIBSIBUTh TPYAOBYIO KHWKKY (IUII COBMECTUTEIIS - KOIHUIO TPYAOBOH KHIKKH),
0(OpPMJICHHYIO B YCTAQHOBJICHHOM IIOpPSJKE, WM CBEACHUS M3 3JIEKTPOHHOW TPYIOBOii
kHKKU. [Tpuem Ha paboTy 0€3 Tpy10BOM KHIXKKH HE JAOIMYCKaeTCsl.

15.1. OdopmiieHre TpyIOBOH KHIKKH paOOTHUKY, MPUHATOMY Ha pabOTy BIIEPBEIE,
OCYIIECTBIsIETCS pabdoTo/aTeeM B MPUCYTCTBUM PAaOOTHHKA HE IMO3JHEE HEIEbHOIO CPOKa
co JHs preMa Ha paboty. B ToM citydae, eciii B TpYAOBOM KHUXKE HE OCTaeTcs MecTa s
3ammucei B rpade

«Cenenust 0 paboTe», 3aBOAMTCA BKIAJBII K HeH. DJIEKTpOHHAs TpPyAoBas KHUXKKa
paboTHUKY, IPUHITOMY Ha paboTy BIepBbie, 0(OpMIISETCs B IeHb IIpUeMa Ha padoTy.

15.2.  Ilpu yBONbHEHUM TPYIOBasi KHMXKKA BbIJIAeTCs PAOOTHUKY B JIEHb YBOJIbHEHHS.

C nuenbto obOecrieueHUs] COXPAHHOCTU TPYJIOBbIE KHIKKH XpaHATCS B ceilde.
HeBocTtpeboBaHHbIE TPYIOBBIE KHIKKU XpaHATCS 710 BocTpeOoBaHus He MeHee S0 sieT.

15.3. C uenplo ydyera TpyJIOBBIX KHU)KEK M BKJIaJbllell K HUM Benercs Kuura yuera
JIBUKCHHSI TPYAOBBIX KHIDKEK W BKJIajblmieid B HUX. KHHra ydera IBIKEHUS TPYIOBBIX
KHW)KEK W BKJIQJbIIei B HUXXpanutcs — 50 neT.

154. B kuure ydera [BIDKEHUS TPYIOBBIX KHIDKEK M BKIQABIIIEH B HUX
PETUCTPUPYIOTCS BCE TPYAOBBIC KHIKKH, NMPHUHSATHIE OT PAOOTHHKOB MPH IMOCTYIUICHHUH Ha
paboTy, a Takke TPYAOBble KHMXKKM W BKJIAJBIIIM B HUX C yKa3aHHMEM CEpUU U HOMEpa,
BbIJJaHHBIE PAOOTHUKAaM BHOBb.

15.5. TIlpm mnomydyeHWHW TPYAOBOH KHIDKKM B CBSI3M C YBOJBHCHHEM pPaOOTHUK
pacmuchIBaeTCs B KHUTE y4eTa TPYJOBBIX KHMKEK U BKJIQIbIIIECH B HUX.

15.6.  Kuwura ydera IBIKEHHUS TPYJOBBIX KHIKEK W BKJIAJBIIIEH B HUX JOJKHA OBITH
IPOHYMEPOBaHa, MPOIIHYPOBaHa, 3aBepeHa MOANUCHI0 PYKOBOAMTENS U CKPEIIeHa MeYaThio
YUpEXKICHUSI.

16. JImuHOE [eN0 COTPYAHHMKA — 3TO COBOKYITHOCTH JTIOKYMEHTOB, COJEPKaIIMX
HauOoJee TOoJHOe CBeAeHHs O pabOTHHKE M €ro TPYJOBOW AesATeNbHOCTH. JIMdHOEe neno
oopmisieTcss mocie u3aHus MpHKasa O mpueMe Ha padoTy. JJOKyMEHTHI B JHMUYHBIX JEJax
pacrnojiaraioTcs B CIeAyIOIIeM MopsiiKe (ajiee Mo Mepe MOTydYeHUs: JOKYMEHTOB):

- BHYTPEHHSIS OITUCH JOKYMEHTOB JIEJIa;

— KOIHUS TPYAOBOM KHUKKH ([ COBMECTUTENEH);

- 3asiBIICHUE O TIpueMe Ha paloTy;

- 3asBIIEHUE-CcOTacue Ha 00pabOTKy NEPCOHATbHBIX JAHHBIX;

— ankera ¢ ororpadueii;

- KOMHS JOKyMEHTa 00 00pa30BaHuH;

- JIOKYMEHTBI, HOATBEPKIA0LINe U3MEeHeHHE (haMIIIUH (KOTHS CBUIETENIbCTBA O
3aKToueHur(pacTopkeHun) Opaka, cnpaska u3 3AI'Ca);

— BOCHHOTro OwieTa (P HATHYHUH),

- BBINKCKY U3 IPUKA30B O HA3HAYEHUH, IEPEBO/IE, YBOJIBHEHUH;

- TPYAOBOI 1OTOBOP;

- COTJIAIICHUS K TPYIOBOMY JOTOBOPY, B TIOPSIIKE TIOIITMCAHUS;




- KOIMS MacropTa;

- xormmst CHMJIC;

- xonust MHH;

- JIOKYMEHTBI O POXO0KICHUU KYPCOB;

- JOKYMEHTBI, TOATBEPXKIAIONINE IepeaTTecTaluio (aTTeCTallMOHHBIN JIUCT,

3asBJICHUEIPEICTABIICHNUE U T.I1.);

- CIpaBKa 00 OTCYTCTBHU CYJUMOCTH, IPUBJICUCHUH K aIMUHHCTPATHBHON
OTBETCTBEHHOCTH

- KOIUU JTOKYMEHTOB O HarpaKI€HUHU.

16.1. B nu4HOE nen0 HE MOMEMIAIOTCS KOMHWU TMPHUKA30B O HAJIOKEHWU B3BICKAHUH,
CIIPaBKH O COCTOSIHUU 370POBbs, 3asBJICHUS 00 OTIMYCKaX, KOMUHU MPUKA30B 00 OTITyCKax H
JIpYrue TOKYMEHTHI BTOPOCTENIEHHOIO 3HAUYCHHUS.

16.2. Konmu JOKYMEHTOB B JIMYHOM JeJie JTOJDKHBI OBITh 3aBepeHbl («Komus BepHa»
MOJINKUChH, 1aTa U TIeYaTh).

16.3. Jlnunbie nena MOTryT BBIIABaThCS BO BPEMEHHOE IOJIb30BAHUE OMPEICICHHBIM
JMOJKHOCTHBIM JillaM. Kpyr JuIr, JOmyCKaeMbIX K TIOJb30BAaHUIO JIMYHBIMH JIETAMH,
onpexaeinstorcss gupekropoM I'bOY «KamepimeBarckas mkosia MaHryruickoro m.o.». JIndueie
Jiena He BBIJAIOTCS Ha pyKH pabOTHHUKAM, Ha KOTOPBIXOHH 3aBEICHBI.

16.4. Tlpu paboTre C JHYHBIM JEJIOM, 3alpellaeTcs MPOU3BOAUTh KaKHe-TH00
UCTIPABIICHUSI B paHee CHENaHHBIX 3aIUCSIX, BHOCUTh B HETO HOBBIE 3aIMCH, U3BIEKATh U3
JIMYHOTO Jiefia UMEIOIIHUEecs TaM TOKYMEHTHI.

16.5. JlvuHble fema UMEIOT JUTUTENbHBIN cpok XxpaHenus (75 jer).

17. Jlnunas xaprouka ¢opmbl T-2 — 3aBOIHMTCS Ha BCeX PAOOTHHUKOB YUPEKICHUS,
MPHUHATHIX HA TIOCTOSIHHYIO, BpEMEHHYIO padoTy, paboTy MO0 COBMECTUTEIILCTRY.

17.1. JInuHbIe KAPTOYKH 3ATOTHSIOTCS OTBETCTBEHHBIM pAa0OTHMKOM Ha OCHOBAHHH:

—IpHUKa3a o mpueMe Ha paboTy;

—IacIopTa;

— TPYJOBOM KHIKKH WJIM TJOKYMEHTA, MMOATBEPKIAIOIIEr0 TPYAOBOH CTax;

—CTPaxoBOr0 CBUETEILCTBA TOCYIAPCTBEHHOTO MeHcHoHHOTO cTpaxoBanus (CHUJIC);

—IIOKyMEHTOB BOMHCKOT'O y4eTa — JIJIsl BOGHHOOOS3aHHBIX U JIMII, TIOJJICKAINX PU3BIBY HA
BOEHHYIO CITyXKOY;

—IOKyMeHTa 00 00pa30BaHWU, O KBATM(UKANN WIH HATUYUN CIEIUATBHBIX 3HAHUN WIIH
CHEIHAIBHOM MOATOTOBKH;

—CBEJICHUH, COOOIICHHBIX 0 cebe pabOTHUKOM (aHKETHI). B OTHENBHBIX Clydasx ¢ y4eToOM
cnenupukd paboThl B COOTBETCTBHM C JEHCTBYIOIIMM 3aKOHOJATEIbCcTBOM PO Moxer
pelyCMaTPUBATHCS HEOOXOIMMOCTD TIPEIBSIBICHHS TOTIOTHUTEIBHBIX JOKYMEHTORB.

17.2. B o6s3aTensHOM NOpsiAKE MPOCTABISIETCS AaTa 3aNOJHEHHS JIMYHOW KapTOUKU
¥ JTUYHAs TIOANHCH pAaOOTHHKA.

17.3. T'maBHBIM pa3nesioM KapTO4KHW sBisieTcs pasaen «lIpuem Ha paboTy M mepeBOabI
Ha JIPYTYI0 paboTy». 3amucu B 3TOM pa3felie JOKHBI COJEPKaTh CCHUIKHM Ha JaThl U HOMEpPa
MPUKA30B O HA3HAYEHUH, NEPEMEIICHUN WIH YBOJIbHEHUU PAaOOTHHKA, T.K. HEPEIKO CIyXaT
OCHOBaHUEM JUIs TIOATBEPKICHUS CTaka pabOTHHKA. B KOHIIe KaXKIOW 3aIKiCH B TOM pa3Jieie
JOJI’KHA CTOSITh MOAMKUCH pabOTHUKA, HA KOTOPOTO 3aBeJicHa KapTouKa.

17.4.  JluyHast KapTOYKa 3aBOAMTCS Ha pAaOOTHHMKA B OJHOM 3K3EMIUIIpE, XPAaHUTCS B
OTJICJIbHOM KapTOTEKE, COCTABICHHOM 10 ajdaBuTy HaMminii paOOTHUKOB.

17.5. KapTouku yBOJIEHHBIX paOOTHHKOB, ()OPMHPYIOT B CaAMOCTOSTEIBHOE JEJO I10
andaBury (1Mo TpeM nepBsiM OykBam (amumii). Cpok XpaHeHHsI IMYHBIX KapTOUeK — 75 JieT.
18. Bropyio rpymnmy cOCTaBisIOT JOKYMEHTBI, CBS3aHHBIE C OCYIIECTBICHUEM

(G VHKIMI 0 VIIpaBIESHUIO IIEPCOHATIOM U OpraHu3alred Tpyaa.
—IIpaBuiia BHyTpEHHETO TPYAOBOIO PACIOPAIKa;
- JIOJDKHOCTHBIE HHCTPYKIIMH Ha BCEX COTPYIHHKOB IITKOJIBI;
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—IITaTHOE PACIIMCAHHE;

—JIOKYMEHTBI, ~YCTAHABJIMBAIOIIUE TOPSIIOK OOpabOTKM MEPCOHANBHBIX  JIAHHBIX
pabOTHUKOB, UX MpaBa U 00S13aHHOCTH B ATOH 00JacTH;

—IpaBUJIa U MHCTPYKIMH IO OXpaHe TPy/a.

18.1. Ilpu nmpueme Ha paboTy (0 MOAMUCAHMSA TPYAOBOTO JOTOBOpa) paboTogaTenb
00513aH O3HAKOMHUTH PAOOTHUKA IOJI POCHUCH C KOJUIEKTHBHBIM JIOTOBOPOM, IIPaBUIIAMHU
BHYTpPEHHEro TpynoBoro pacnopsaka, npaswiamu OT I1b u Th, nomkHOCTHON MHCTpYKIMEH
Y IPYTHMH JIOKaJIbHBIMH HOPMATHBHBIMH aKTaMH, HETTOCPEICTBEHHO CBS3aHHBIMU C TPYIOBOU
JeSITETbHOCTBIO paOOTHHKA.

18.2. JloJoKHOCTHAsT HMHCTPYKUMST — 3TO IPABOBOM  aKT, M3JaBaeMbId  JUIA
perjamMeHTalMi OpPraHU3allMOHHO-TIPABOBOTO TIOJIOKEHUS] PAa0OTHUKA, €ro O0sS3aHHOCTEMH,
MpaB, OTBETCTBEHHOCTH M 00ECIICUNBAIOIINI yCIOBUS SIS €ro 3P heKTUBHOM pabOTHI.

18.2.1. JIOIDKHOCTHAsT ~ MHCTPYKLUSL — COCTAaBJSIETCSI HAa  OCHOBE  JIOKYMEHTOB,
CONEpXKAIIUX CBEICHUS O TMOJHOMOYHSX pabOTHHKOB. JIOMKHOCTHAsh HMHCTPYKIHSA
YTBEPXKIAeTCS PYKOBOJAUTEIIEM.

18.2.2. JloyKHOCTHAs! MHCTPYKIMSL 10 CBOEMY COJIEP KAHMIO JIOJIKHA COOTBETCTBOBATH
MPeyCMOTPEHHBIM 3aKOHOAATEIHCTBOM PD TpeOoBaHMIM, a IMEHHO, CO/IEP)KATh CIICIYIONINE
pas3aensl:

— 00IIIHE MOJIOKEHNS;

- TpeOOBaHMUs K 3HAHUSAM U PO ECCHOHATFHBIM HaBbIKaM paOOTHHKA;

- TpeOOBaHMUs K KBATU(UKAIIMA PAOOTHHUKA;

- JIOJDKHOCTHBIE 00513aHHOCTH.

18.2.3. Ha ocHoBanuM MOJKHOCTHOM MHCTPYKIMH pa3paldaThIBAeTCs TPYIOBOM
JOTOBOP CCOTPYAHUKAMH.

10.  YueOHo-memaroruyeckasi J0KyMeHTAIUsA

10.1.  IlIxonbHBIE JOKYMEHTBI JOJDKHBI  O(QOPMIIATBCS  CBOEBPEMEHHO, YETKO,
pa3dopunBo, 6€3 MOTYNCTOK, TOMAPOK, BBI3BIBAIOIINX COMHEHHUE B MPABIIILHOCTH BHECEHHBIX
JTAaHHBIX.

10.2.  3amucu B IOKYMEHTax JOJDKHBI MPOU3BOJAMTHCS PYYKON CHHEro I1BeTa. Tam, rmie
UMEETCS BO3MOXKHOCTh NMPUMEHEHHSI KOMITBIOTEPHOW TEXHUKH, IOMYCKAETCS COCTaBICHHE,
peIaKTUPOBAHKE U pacledaTKa TEKCTOB C UX TIOMOIIBIO.

10.3. Ommubka, gomymieHHass B TEKCTe WIM UUQPOBBIX JaHHBIX JOKYMEHTA,
WCIIPABIIACTCS CIICIYIOIINM 00pa30oM: BHH3Y CTPAHHIIBI YKA3bIBAIOTCS OMIMOOYHBIA W BEPHBII
BapuaHThl. Bce BHECEHHbBIE HCTIPABICHUS JOJKHBI OBITH OTOBOPEHBI M 3aBEPEHBI MOIIUCIMU
71, 0)OPMHUBITUMH TOKYMEHT.

10.4. YueOHo-memarormyeckas JOKYMEHTAIIUS IIKOJIBI COCTOUT U3:

- an(aBUTHBIX KHUT 3aIUCH 00 YyJIarOITUXCS;

- KHHTA JIBIDKEHUS YIAIIUXCSl;

— JTUYHBIX 1€ yYalluXxcs;

—KYPHAJIOB KPY)KKOB;

—KYPHAJIOB BHEYPOUHOH JICATEIBHOCTH;

—KypPHAJIOB TPYIIITHI TIPOJIEHHOTO JTHS,

— KypHaJIa IPOMYIICHHBIX U 3aMEIICHHBIX YPOKOB, )KYPHAJIOB SJIEKTUBHBIX KyPCOB;

- KHUTH y4eTa OJIAaHKOB U BBIJIAYU aTTECTATOB 00 OCHOBHOM 00111eM 00pa30BaHUHY;

- KHHUTH y4eTa OJIaHKOB M BBIJIAYU aTTECTATOB O CpeHEM 00111eM 00pa30BaHNH;

- KHUTH y4eTa Beiadu [[0XBabHBIX JIUCTOB, 3HAKA «3a 0COOBIC yCTIeXU B 00 YICHUN»;

— KHUTH ITPOTOKOJIOB MEJarOrH4eCKOro COBETa IMIKOJbI.

10.5. B andaBuTHyr KHHTY 3allMCBIBAIOTCSl BCE ydalluecs IIKOJbL. EjkerogHo B Hee
3aHOCSTCS CBEJIEHUS 00 yJanuxcst HOBOTO npuemMa. @aMuiiny yqanuxcs B CIIUCOK 3aHOCSTCS
B aJI()aBUTHOM TIOPSIZIKE, HE3aBUCHMO OT KJIACCOB, B KOTOPBIX OHH Y4aTCsl.



10.5.1. Juis xaxxnoi OykBbI andaBuTa OTBOASTCS OTAEIBHBIE CTPAHHIIBI, M IO KaXKIO0H
OyKkBe BeeTCs CBOS MOpsiAKoBast HyMmepatus. [lopsiiKoBbIii HOMEp 3alKiCH YJaluxcsl B KHUTEe
SBJIIETCA OJTHOBPEMEHHO HOMEPOM €0 JIMYHOTO JeNa.

10.5.2. BpiObITHE ydYamuxcss W OKOHYAHME HWMH IIKOJIBI O(OPMIISIETCS MPUKA30M
IUPEKTOpa C yKazaHHEM MPUYHHBI BBHIOBITHS; OJHOBPEMEHHO B ai()aBUTHON KHHTE JETaeTCs
3amMch: HOMEp U J1aTa MpUKa3a, yKa3blBaeTCs MPUYUHA BBIOBITHS.

10.5.3. Ecnu panee BBIOBIBIIMI M3 IIKOJBI yYaIIWCS, YXOJ, KOTOPOro OQGOpMIICH
MPUKA30M, CHOBa BO3BPAaTUTCS B HEE, TO JaHHBIE O HEM 3allMCHIBAIOTCS KaK Ha BHOBB
MOCTYMUBIIETO, TPH ATOM JaTa BO3BPALICHHS YYEHHWKAa C IIOMETKOH «BO3BpAIICHUE)
3anuchIBaeTcs B rpade «Jlara mocTyruieHHs BIIKOIY».

10.54. Ilpu ucnonbp30BaHUHU BCEX CTPAHMI aI(PaBUTHOW KHUTU 3aMKCH OO0 YyYarOIIUXCS
Ha Ty WIM UHYIO OYKBY, NMPOJOJDKEHUE 3aluceil MPOU3BOASTCS B HOBOW KHUTE B MOPSAKE
MOCJIEYIOIUX HOMEPOB 10 KaKI0i OyKBe (CKBO3HAs).

10.5.5.  UcmpaBnenust B KHUTe CKPEIUISIOTCS MOIIMUCKHIO0 JUPEKTOPA IITKOJBI.

10.5.6. Kaura mnocTtpaHM4HO TIPOHYMEPOBBIBAECTCS, MPOIIHYPOBBIBACTCS U
CKPEIUIAETCANOANUCHIO AUPEKTOPA U MIEYATHIO.
10.6. B kHMre NBMKEHUS yUalIUXcsi PUKCUPYETCS] OCTYIUIEHUE U BBIOBITHE YUAIIXCS

B TEYCHUEYYCOHOT0 TOJIa, C YKa3aHUEM JIaThl MPUOBITH/yObITHS, Ne prKa3a u
HanMeHoBanus OY.

10.7.  JImyHoe nejo ydarierocss BEAeTCS Ha KaKIOro YYeHHKa ¢ MOMEHTa €ro
MOCTYTUICHHUSI BIIKOJY M JIO €€ OKOHYAHHSI.

10.7.1. B nwuHoe penmo 3aHOcATCs o0mue cBeAeHHs 00  ydamemcs,

UTOTOBbIE  OLEHKMYCHEBAEMOCTH I10 KJIACCaM U 3aIlMCH O Harpajaax
(moxBajbHbIE TPAMOTHI, MEJ1aJIb). B THUHBIX Jenax 00yJaromuxcs JOKYMEHTBI PacIioaratoTcs
B CJIEAYIOILEM MOPsIKE:

- 3asBJICHUE POAMTENEH (3aKOHHBIX MPEJCTABUTEINICH) O IPHEME B LIKOITY;

- coryiacue Ha o0paboTKy
MIEPCOHATILHBIX JAHHBIX; UHBIE KOITHH:

- CBHJIETEJIBCTBO O POXKJIEHHUH (11AaCIOPT);

- ctpaxoBoe ceuaetenbetBo (CHWIC);

- CBHUJICTEIILCTBO O PETHCTPAIIUH IO MECTY KUTEJIbCTBA;

— aTTecTat 00 OCHOBHOM 0011eM oOpa3oBanuu (s oOydarommxcst 10-11-x kmaccax).

- IIPU HEOOXOJUMOCTH JPYrHe JOKYMEHTHI.

10.7.2. B nu4HyI0 KapTy ydamierocs MpH BBIOBITUM €TO M3 IIKOJIBI BHOCHUTCS 3aIHCh O
BBIOBITUH, CKPETJICHHAS! TOANUCHIO U M1€YaThIO.

10.7.3.  Jlnunsle nena yvammxcs 1-4 kiaccoB BEyTCs YUUTENSIMU HAYaJbHBIX KJIaCCOB,
5-11 KaccoB - KJIACCHBIMU PYKOBOIUTEIISIMH.

10.7.4.  Jluunoe Jeno ydwamerocss uUMeeT HoMep (COCTOMT H3: 3arjlaBHOW OyKBBI
angaBuTa, IOPSIIKOBOr0 HOMepa B aaBUTHOM KHUTE, HApUMep, A-17), COOTBETCTBYOLIHIA
HOMEpY B aj(aBUTHOI KHMTE.

10.7.5. [To OKOHYAHUH LIKOJIBI IMYHBIE JeJla YIAITIXCSl XPAHITCS B APXUBE IITKOJIBL.

11.  Opranu3anusi 10KyMeHT0000poTa

Opranuzanus paOboOThl C JOKYMEHTaMH — 3TO OOECIEYCHHE ONTHUMAIBHBIX YCIOBUH IS
BCEX BHUJOB pabOT C JOKyMEHTaMH C MOMEHTa WX CO3MaHHs (MOIY4YECHHS) 10 3aBEPIICHHUS
WCTIOTHEHUS (OTIPABKHU) WX JI0 €T0 YHUUTOXEHUS WIH Mepejavl Ha apXUBHOE XpaHEHUE.

JIokyMeHTOOO0pOT BKIIOUAET B ceOsi 00pabOTKy BXOISIIMX JOKYMEHTOB, PETUCTPALIUIO U
nepenady mokyMeHToB BHYTpH ['BOY «KawmbimeBarckas mikona MaHTYTIICKOTO M.O.»,
WCTIOJIHEHUE JIOKyMEHTOB, a TaKke 00pabOTKy, PETrHCTpalMI0 U OTHPABKY HCXOISAIIUX
JIOKYMEHTOB.

B I'bOY «KambimeBaTckas mKoJa MaHFyFIlICKOI‘ 0 M.O.» PAa3JIM4ar0TCA 3 motoka JAOKYMCHTOB:
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- JIOKYMEHTBI, IOCTYTAIOIINE U3 IPYTUX OpraHu3aluil (BXoasiuue);

- JIOKYMEHTBI, OTIIPABJIIEMbIE B IPyrU€ OpraHu3alnu (MCXOISLIHE);

- JIOKYMEHTBI, CO3/1aBa€MBbIE B LIIKOJIE U MCIOJIb3YEMBIE B YIIPABICHYECKOM IIPOLIECCE
(BHYTpEHHUE).

11.1. IIpuem u perucrpanus JOKyMEHTOB

11.1.1. O6paboTka BXOIAMINX JOKYMEHTOB 3aKJIIOUACTCS B UX MPUEME, COPTHPOBKE,
perucTpanuu 1 nepenade agpecaty (MCIOJHUTENIO, PYKOBOJUTENO). B sKypHan perucrpauuu
BXOJIAIIEH TOKYyMEHTAlU BHOCSTCS NMHUCbMa M JOKYMEHTBI, NOCTyNUBLIME NouToil Poccun
wii HapoyHo. OOpaboTKa BXOASIIUX JOKYMEHTOB OCYILECTBIIIETCS CEKpeTapeM B TEUEHUE
pabouero mHs.

11.1.2. JIOKYMEHTBI PErucCTpUpYIOTCS OJUH pa3: BXOJALIME — B JI€Hb INOCTYIUJICHHUS,
HUCXOJSIIME — B JIEHb NOANMCAHMWA. B KypHamax perucrpauuy BXOMSIIEH M HUCXOASLIEH
KOPPECTIOHICHIIHH.

11.1.3. Perucrpanuss JOKYMEHTOB OCYILECTBIIIETCS B CIEAYIOIIEM  IOPSIKE.
PacniopsiaiuTenbHBIM JJOKYMEHTaM B HpeJesiax KakJoro BUAA JTOKYMEHTa IMPHCBAMBAIOTCS
MOPSAIKOBbIE HOMEpPA, B COOTBETCTBUM C HyMEpalueil, NPUHATON 10 JAaHHOMY BHIY
JIOKyMeHTa. JlomyckaeTcs NMpUCBOCHHE MOPSAKOBOTO HOMEpaA C IpOoObI0, B COOTBETCTBUU C
HyMepaLuen.

11.1.4. Hoxymentet ['BOY  «KambrmeBarckass  mkosa  MaHTYrImICKOro  M.O.»
IPYNIHUPYIOTCS MO BUIaM JOKYMEHTOB.

12. KoHTpoJb HCIOJTHEHUSI JOKYMEHTOB

12.1. Tlepemaua  Bcex  3aperUCTPUPOBAHHBIX  JIOKYyMEHTOB  BHyTpu [BOY
«KampimeBaTckast mkosa MaHryrickoro M.0.» IMPOU3BOAMTCS HA YCMOTPEHHUE AUPEKTOpa: Ha
OYMa>KHOM HWJTH SJIEKTPOHHOM HOCHTEIE (depe3 AIEKTPOHHYIO TIOUTY).

12.2. KOHTpOJIb HCIONHEHHS PaACIOPSIUTEIbHBIX JOKYMEHTOB M  IOPYYCHUIt
IUPEKTOpa IIKOJIBI ~ yCTAaHABIMBACTCI C IEJbI0 O0ecreueHus] CBOCBPEMEHHOTO U
KayeCTBEHHOT'0 UCIIOJIHEHUS OPYUEHUH U 3a/laHui, 3a()UKCUPOBAHHBIX B IOKyMEHTAaX.

12.3.  OOs3aTenbHOMY KOHTPOJIO TMOJUICKHUT HMCIIOIHEHUE CIIY)KEOHBIX OKYMEHTOB, B
KOTOPBIX OIIPEJEICHbl CPOKM MHCIOJHEHHUs, JUOO MMEIOTCS MOpY4YeHHs WIM YKa3aHus O
MOJATOTOBKE W TMPEICTABICHHH JOKJIAJOB, OTBETOB, TPEAJIOKCHHN, 3aKIIOUCHUH U
BBINOJIHEHUH JPYTrUX KOHKPETHBIX MEPOIIPUSTHH.

12.4. Cpoxu HCIIOJHEHHS JOKYMEHTOB YKa3bIBAIOTCA B TEKCTE JOKyMeHTa. Ecim cpok
HE yKa3aH,TO JIOKyMEHT, )ano0a, 3asBICHHUE JIOJDKHBI OBITh UCIIOIHEHBI

— B TEYEHHE MECHAIIA.

12.5. KoHTpons 3a WCHOJHEHHEM BCEX BHAOB JTOKYMEHTOB, COJIEpXKAIINX

MOPYUYEHUE OTPYKOBOJUTEIIS, OCYIIECTBISIET OTBETCTBEHHOE JIUIIO, HA3HAYEHHOE

JTUPEKTOPOM.

12.6. Pemmenre o CHITHHM JOKYMEHTA C KOHTPOJISI IPUHUMAETCS TEM JIOJKHOCTHBIM
JIUIIOM,KOTOPBIM OBIJIO TAHO MOPYYECHHUE IO €TI0 BHITIOJIHECHHUIO.

13. O0ecnevyeHue COXPAHHOCTH JIeJT
15.1. JIOKyMEHTBI MOT'YT XPaHHUTHCSI B OYMa)KHOM M JICKTPOHHOM BHUJIE.
15.1.1. B OymaxHOM BuAE JOKYMEHTHI JOJDKHBI OBITH Pa3ioKeHbl 10 Mamnkam, C

COOTBETCTBYIOIIMM Ha3BaAHHUEM. I[ena OOJIDKHBI XPAHUTHBCA B 3aKPbIBAIOIIUXCS I_HKa(baX,
npeaoXpaHAOIINX UX OT MbUIH, BO3JCUCTBHUS COJHEYHOI'O CBETA.

15.1.2. B snexTpoHHOM BHIE TOKYMEHTHI JOJIKHBI OBITh PA3JIOKEHBI IO AJIEKTPOHHBIM
nmankaM, CCOOTBETCTBYIOIIIMMU HA3BAHUSIMU.
15.2. Cpoxu XpaHeHHsI TOKYMEHTOB:

—CTpaTeruyecKkue, OpraHU3allMOHHbIE, pPaCHOPAIUTENbHbIE W  CTAHAAPTU3UPYIOIINE
XpaHATCSA A0 MOMEHTA aHHYJIUPOBAHUS, TOCIE aHHYJIUPOBAHUS XPaHITCS B apXHBe HE MEHee
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2-X JeT;
—ONEpAlMOHHBIE JOKYMEHTHI XpaHATCS He MeHee 1 roma. Jlamee aHaNIM3UpYHOTCS U
HeaKTyaHI)HI)IG )IOK}’MGHTI)I YHI/ILITO)KaIOTCfL

15.3. VYueT u XpaHeHue 0JaHKOB CTPOrol OTUETHOCTH.

15.3.1. brnanku BeI1aun aTTECTATOB 00 OKOHYAHHWH IIIKOJIBI, a TAKKE TPYAOBBIC
KHIKKHUIIOJIeKATOOSA3aTEIbHOMY YUETY.

15.3.2. Jluta, mepcoHaIbHO OTBETCTBEHHBIE 3a Yy4Y€T U XpaHEHHE OJaHKOB,

HAa3HAYaIOTCANPUKA30M AUPEKTOPA.
15.3.3.  VYuer O1aHKOB BBIIaYM aTTECTATOB BEJETCS B KHUTE ydeTa. Brigaua OaHKOB
BBIIAUNATTECTATOB IPOU3BOJUTCS MOl PACIIUCKY B COOTBETCTBYIOLIMX KHUTaX.

15.3.4. Kuura yuera OJJaHKOB BbIJIa4M aTTECTATOB 00 OKOHYAHWH IITKOJIBI BKJIFOYAIOTCS B
HOMEHKJIATYPY, UX JTUCTHl HYMEPYIOTCS, IPOLIUBAIOTCS U CKPEIUIAIOTCS I1€YaThIO.

15.4. N3bsTre 1 BbIaYa TOKYMEHTOB U3 JI€JI TOCTOSSHHOTO CPOKA XPAHEHUS HE
pasperaeTcsi.
15.5. OTBETCTBEHHOCTD 32 COXPAHHOCTH IOKYMEHTOB YUPE)KICHHSI HECET PYKOBOIUTEb.
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